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Management’s Mr. Bedrock: 
The First Line Supervisor 


A. C. SIPES 
Office of the Adjutant General, 
Department of the Army, 


Kansas City (Mo.) Records Center 


VERY BUSINESS 


organization 

rises or falls with its supervisors. 
Since lower level supervisors far out- 
number those at higher levels, it may 
be said that the most important cog in 
the management machinery is the first 
line supervisor. An organization may 
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continue to function when one or more 
of its top executives are somewhat less 
than 100% efficient; but let the first 
line supervisors fail and the organiza- 
tion soon finds itself in hot water. The 
smart executive surrounds himself with 
smart supervisors. The success of a 
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The supervisor is management’s closest contact with 
personnel, He, better than any other executive, knows 
what’s on the employees’ minds. 


department head is in direct proportion 
to the success of his supervisors, even 
down to the lowest grade and particu- 
larly the lowest grade. 

A supervisor is one who is in charge 
of people or who directs the work of 
others. He may be a Chief or he may 
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be an Indian who has one or several 
other employees assisting him in a par- 
ticular operation. This includes the 
foreman who is next to the worker and 
the second and third line supervisors 
who are successively farther away. 


There are certain basic principles com- 
mon to all. All supervisors do the same 
thing but at different levels. 

What kind of person is a supervisor? 
What are the criteria by which he may 


be measured — the characteristics by 
which he may be distinguished? 

A good supervisor is one who gets 
his people to do what he wants done, 
the way he wants it done, when he 
wants it done, willingly, because they 
want to do it. This is a large order and 
extremely difficult to obtain. It is only 
through persistent effort that even a 
part of it is reached. Too many super- 
visors are content with partial success. 

No supervisor is good in all things, 
just as none are all bad. Anyone good 
enough to attain the title of supervisor 
must have some superior qualities. The 
name supervisor does not guarantee 
perfection, nor does it presuppose 
mediocrity. Supervisors are people and, 
like other people, they are good in 
some things, mediocre in some things, 
poor in some things. Their good points 


need to be confirmed and their weak 
points strengthened. 

The first step to strengthen a weak- 
ness is to discover what the weakness 
is. If a way can be found to make the 
supervisor aware of a weakness, the 
way has been opened to correct it. It is 
equally important to be able to recog- 
nize a strong point. Many of us do not 
know our weakness, and many of us do 
not know our strength. When we know 
our strength and where it lies, we are 
in a position to exploit it. 

The supervisor is a master workman. 
That does not mean he must be a 
master of all jobs in his section. It does 
mean that he must know how every 
job is done and must be a master at 
many of them. Supervisors are selected 
because they are good workmen. 
Master workmanship is not the only 
qualification of a supervisor, it is only 
the most obvious. It you wish to be a 
good supervisor, be sure you are a good 
workman. 

Another qualification of a supervisor 
is the ability to get along with people 
This is a prime requisite for any work- 
man. It is not always recognized that 
it takes two people to get along just as 
it takes two people to quarrel. Guard 
against the misconception entertained 
by some supervisors: that their people 
must like them at any cost. No popular- 
ity is worth considering unless it is 
built upon respect. No person, least of 
all a supervisor, ever bought true re- 
gard. Like liberty, it must be earned. 

An important factor in gaining popu- 
larity is true friendliness. The super- 
visor must be interested in people be- 
cause they are people. Friendliness 
must be spontaneous. It must be real. 
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Another factor in popularity is fairness. 
It is impossible for a supervisor to 
hold all people in the same esteem. But 
the one liked least of all is as much 
entitled to the supervisor’s consideration 
as is his best friend. Fairness must be 
rigidly practiced. 

A supervisor must be honest, not 
with an honesty that is blunt, unsmiling 
and seeks to hurt people, but that which 
accepts responsibility. No one is honest 
when he discloses a lack of moral cour- 
age by shirking his own responsibility 
or avoiding an issue. The best approach 
is the simplest method. There is nothing 
complicated about it. You simply tell 
the worker the truth. Then you reed 
not fear that the worker will find out 
the truth—he already knows it. 

A supervisor must never dodge the 
responsibiilty for his own mistakes. He 
should never use an alibi. When he 
makes an error, and who doesn’t, there 
is much to be gained and little to be 
lost by admitting it and starting imme- 
diately to make reparations. Solicit the 
help of the workers in straightening out 
a mistake. Respect is built on confi- 
dence and confidence is engendered, 
not by evasions and buck-passing but, 
by truth and humanity, kindness and 
understanding. The supervisor need not 
try to impress people. Sincerity is worth 
more than a show of genius and true 
humility is more valuable than a dis- 
play of importance. 

A good supervisor is careful never to 
embarrass a worker (and they are 
easily embarrassed). A kidding remark 
can be misconstrued and be given an 
unintended meaning. Sarcasm is of 
frightful import; yet the step from 
kidding to sarcasm is very short indeed. 
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Never criticize one worker in front of 
another. There are times when a worker 
must be corrected, but it should be 
accomplished quietly and privately. Be 
careful about praising one worker to 
another. Jealousies are easily ignited 
and cliques are quick to form. 

A supervisor should never make a 
promise he is not sure he can keep 
Every promise must be kept, exactly as 
promised, exactly when promised. 
Never fail an employee in this. If the 
supervisor states, “I will have an answer 
tomorrow,” he must have an answer or 
be able to give a very good reason for 
his inability to have one. 

Deal fairly and intelligently with 
your people and they will respond in 
kind. Certain rules must be enforced. 
Enforce them impartially. Let the chips 
fall where they will, but be consistent. 
What is allowed today must not be pro- 
hibited tomorrow. What is condoned 
for Mary must be tolerated for Jim. 
Above all, never jump to conclusions. 
Be sure you have all the facts and that 
you have evaluated the facts correctly 
before trying to settle an issue. Nothing 
so thoroughly distorts the judgment as 
half-truths, unless it is misinformation 
parading as facts. Be sure, be definite. 

The duties of a supervisor are so 





many and so varied that it may seem 
impossible to define them; but the first 
and, perhaps the only, duty of the 
supervisor is to get out production. All 
his other activities are intended to con- 
tribute to this end. Even activity aimed 
at making workers satisfied with their 
jobs, has a production implication. The 
satisfied worker is a better worker. A 
satisfied worker does better production. 
Job satisfaction is not an altruism; it 
is a hardheaded business asset. 

Production may be defined as “units 
of work, useful to the company in the 
pursuit of its business.” The aim of 
every supervisor is to turn out work 
units correctly and effectually. Activity 
which does not produce is very expen- 
sive. Production is more than writing 
a letter or posting accounts, and it is 
far more than aimless activity. Service 
activities, such as personnel manage- 
ment and training, are production. 
Shuffling papers three times, when one 
will do, is nonsense. 


The principal tool by which a super- 
visor obtains production is his people. 
Physical equipment is needed, not as 
an end but as a means, to assist the 
people who use it. Machines are of 


relatively small value; the value of 
people is immeasurable. Machines wear 
out or are broken and we discard them. 
People grow in knowledge and experi- 
ence and we treasure them. People 
come with personalities which are in- 
dividual, interests which are _ peculiar, 
and abilities which are mysterious. 
They are the supervisor’s problem and 
his salvation; his chief worry and his 
greatest asset; his constant care and 
his faithful ally. They must be disci- 
plined and cared for; they must be led; 
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they must be guided. 

There are as many ways of handling 
people as there are people. No two 
require the same treatment. The skill of 
the supervisor, himself a distinct indi- 
vidual, in managing people who are 
distinct individuals, represents the high- 
est achievement in human relations. No 
wonder so many fail at the job; no won- 
der success is so richly rewarded. 

The first step in handling people is 
to discover what they want, not indi- 
vidually but collectively. These wants 
may be fairly well cataloged. The most 
pressing want of people who work is 
security in their jobs. At first there 
seems to be little a supervisor can do 
about it, but closer study will reveal 
several possibilities. He can assist the 
worker to remove those weaknesses 
which might contribute to the worker’s 
downfall. Personalities can be changed. 
The supervisor can train the worker so 
that his services are more valuable. He 
cannot prolong a job, but he can make 
the worker more secure while it lasts. 

People want to feel that they belong; 
to the group, to the department and to 
the company. The most obvious indi- 
cation of belonging to a group is shar- 
ing in its activities and its planning. 
Seek and heed the advice and sugges- 
tions of workers in the group. The con- 
certed effort of the group and the pool- 
ing of ideas will not only give the 
supervisor better and more numerous 
ideas, it will give his people the feel- 
ing that a new method is partly theirs. 
Never surrender leadership, but 
forego dictatorship. People want to 
work with a supervisor, not for him. 

People want a sympathetic and 
understanding boss. To understand a 
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A jammed switchboard 
is bad business 


No customer likes to wait on the phone. 
Furthermore, delays in completing 
inside calls hamstring your own or- 
ganization. 

Happily, there’s a practical cure for 
these troubles. 

What you need is a P-A-X business 
telephone system—the privately-owned 
dial telephone system that is entirely 
independent of your present switch- 
board. P-A-X handles calls within your 
organization, frees the rented switch- 
board to handle outside calls swiftly 





and efficiently. Customers reach you 
quickly, the first time they call. Your 
own employees save precious time, be- 
cause P-A-X provides immediate, pri- 
vate contact between persons in all 
departments. And, P-A-X soon pays 
for itself. There are no toll, mileage, or 
rental charges. You own your system. 

Our booklet, “Dial Your Way,” tells 
you more about the proven P-A-X 
method to improve communications, 
save important money. May we send 
you a copy? Write or call, Automatic 
Electric Company, Northlake, Illinois. 
Fillmore 5-7111. In Canada: Auto- 
matic Electric Sales (Canada) Ltd., 
Toronto. Offices in principal cities. 


P A X business telephone systems 





P\Upsel Vale 
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New All-Electric unit 
makes copies in 4 seconds 


All-New and All-Electric. This newly styled THERMO-FAX 
““Secretary’’ Copying Machine gives you copies in 4 seconds for 
as little as 5¢ per copy. Exclusive dry process eliminates chemicals, 
negatives. And it has a new low price of only $299.* Send coupon 
now for details on rea//y modern office 
copying. *Sugeested retail price 


= gThermo-Fax 


COPYING PRODUCTS 


The terms THERMO-FAX and SECRETARY are trade 
marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Minn. General Export: 99 Park Avenue, New York 16, 
N.Y. In Canada: P. 0. Box 757, London, Ontario 


Minnesota Mining & Manufacturing Co. 


eo > Dept. ES-87, St. Paul 6, Minnesota 
in 4 seconds © Send detuils on the cost-cutting new THERMO-FAX 
“Secretary” Copying Machine. 
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Company 
Address. 
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person, you must know that person. 
Listen to his troubles, his hopes, his 
adversities, and his successes. Know his 
kids and even his dog. A new baby at 
an employee’s home may be more im- 
portant than today’s production; more 
important to the worker and more im- 
portant to the supervisor. To whom 
may a worker go with his heartaches 
and his rejoicing if not to his super- 
visor. Often all he wants is to tell his 
story. Sharing his burden lessens it; 
sharing his happiness doubles it. Listen, 
patiently and understandingly. What 
better way does the supervisor have of 
getting to know his people? All of his 
dealings with his people are based on 
that point. 

People want to do a good job. They 
want to be proud of the job they do. 
Anyone who does not believe that 
statement has no business in a super- 
visory job. The reason people do not 
perform with efficiency is not because 
they do not want to, but because they 
do not know how. Criticism is a treat- 
ment for which there is no anesthetic 
but, if delivered kindly and accom- 
panied with a suggestion for improve- 
ment, it can be endured. Adverse criti- 
cism without help is cruel and wasted; 
criticism with suggestions is corstruc- 
tive. There comes a time in every 
supervisor’s life when he must crack 
down. When that time comes, walk 
into it boldly and without compunc- 
tion. 

People want recognition for a job 
well done. The feeling that every word 
of praise is an opening to ask for a 
raise in pay is old-fashioned. Legitimate 
praise is the most powerful tool at the 
supervisor’s command; unwarranted 
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Rinne Check Writer Fava 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00. 

It 1s a machine that will 
absolutely prevent the mu- 
tilation, alteration or forg- 
ing of the figures in checks 
and other valuable securi- 


ties, (G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 
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REVOLUTIONARY 
DATA PROCESSING 


VISIBLE 


MASTER CARD 
or TAPE UNIT 


1. Every Card Visible with own Index 
for Pull and Refile. 


2. Direct to Machine or Deck pulling 
Operations. 


3. USERS’ PROOF THAT IT DOUBLES 
SPEED of present methods. 


4. Master Cards and Tapes protected. 
NO RE-WRITES. 


5. Fingertip accessibility by one op- 
erator of 2000 to 40,000 items. 


Effective Tools for Effective Management 
Phone Westport, Conn. CA 7-411! or write 


WASSELL ORGANIZATION, INC. 
Westport, Conn 





Please send free Booklet on DATA PROCESSING 
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your office 
get peak 
period and 
rush work 
done with- 
out adding 
permanent 
staff? 


A. Call your local 


Manpower, Inc. office 


| for TEMPORARY HELP | 


e TYPISTS e STENOS 


e OFFICE WORKERS 


Use our bonded, insured employees ] 
.4 co 3 


as long as you need them . . ; 
a day, a week or longer at low hourly 
rates. 


over 90 offices from coast to coast 


laat-laleleh 4-1 mm ial om 


820 N. Plankinton Ave.. Milwaukee, Wis. 


Manpower, Inc. Franchises 


are still available in many medi- 
um sized markets. If you have 
a good sales background in the 
office field and are interested in 
a real future —— write 


Franchise Director 


manpower, inc. 
820 N. Plankinton Ave. * Milwaukee, Wis. 
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| praise is his most potent abomination. 


Give credit where due and criticize 
justly. This is a sign of strength, not 
an admission of weakness. 

People want to know how they are 
doing on the job. A man’s job is one 
of his principal focal points, along with 
his home and his family. It is distress- 
ing how little the average worker knows 
about his job. He has a right to know 
how he is doing—whether he is suc- 
ceeding or failing, earning honors or 
just getting by. The only way he can 
be sure of these things is for his super- 
visor to tell him, and supervisors have 
a way of forgetting this important part 
of their jobs. Have the moral courage 
to face the worker with the truth about © 
his job. 

It is the supervisor’s duty to interpret 
policy and procedure for his people. 
It is both a duty and a privilege. It is 
a duty because these are the rules by 
which his group works; a privilege be- 
cause it gives him an opportunity to 
discuss problems with his workers. The 
supervisor can assist people to an un- 
derstanding of policies and procedures 
which is untainted by prejudice or per- 
sonal feelings. Procedure must be ac- 
cepted wholeheartedly and interpreted 
in its entirety. 

Perhaps the most important single 
job the supervisor has to do is train- 
ing. Training consumes much of a 
supervisor's time. The most expensive 
person on any payroll is the half- 
trained employee. His production lags, 
his morale is low and he is not satis- 
fied. The ideal employee knows his 
work and how to do it. He has a 
pretty good idea why he does it. He 
knows what comes before and what 
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comes after his job, how his job fits 
into the overall picture. He knows the 
rules. and policies. He accepts a task 
and carries it through to completion 
and he can do more than one job. 

If the girl at the desk in the corner 
does not produce to the supervisor’s 
satisfaction, he must first look for the 
reason in himself. More than likely she 
has not been properly instructed. 

Training, to be effective, must “be a 
planned procedure. It must be continu- 
ing and continuous. It is for the weak 
and the strong. It involves more than 
a mere “breaking in on the job.” It is 
a methodical method aimed to improve 
the efficiency of every person in the 
organization. It is the very essence of 
good supervision. 

A well organized training program 
starts with the company president and 


reaches down to the lowest worker. 
There are things the president needs to 
know, and there are things he needs to 
teach others. The same holds for each 
supervisor. Training begins the mo- 
ment a new employee walks in the door 
and continues until he walks out. There 
is orientation training by which a new 
employee learns about the organization 
and the ground rules of his group. 
There is background training in which 
he learns how his job fits into the com- 
pany picture. There is job training 
through which the employee attains 
skill. There is training in attitudes for 
desirable responses. They can, and 
must, be taught. Much of this training 
is a daily exercise of unfailing example, 
though much can be accomplished by 
conference with individuals. 

Never go into a training situation 





RECORDER + TOTALIZER 


automatic, continuous, operating data can 
be the difference between Profit and Loss! 


TIME 





Modern plant operation demands the most efficient and accurate 
means evaluating both machine and man-power production .. . 
that's why leading companies everywhere are equipping their pro- 
duction lines, processes, systems and office machines with Time-Re- 
corder-Totalizers. 

The Time Recorder-Totalizer monitors the operation of any ma- 
chine, process. or system by chronologically recording the time and 
duration of every ‘‘on"' and ‘‘off'' period during each day. 

The Time Recorder-Totalizer makes it possible to analyze the 
efficiency and performance of any type of equipment plus simplify- 
ing cost accounting. 


: The TIME RECORDER-TOTALIZER incorporates the following features: 
SPROCKET DRIVEN CHART... ELAPSED TIME METER... (Time 


accurately timed .. . chronologi- Totalizer) registers accumulated 
cally printed... available in “on” or production time. 

speeds from one inch per hour to AUTOMATIC REWIND ATTACH- 
ten inches per minute . . . 250 MENT with housing... facilitates 
linear feet per roll... each $1.25. inspection of strip chart during 


any period throughout the entire 
roll. (available for all models... 
$7.50 extra) 


RUGGED CONSTRUCTION as- 


sures long carefree operation. 


Mfrs, of: Heat-Timer Electronic 
Controls, Heat Recorder-Total- 
izer, Varivalve, Thermovalve, 
Main Line Quick-Vent Valve, 
Motorized Valves, Smoke-Eye 
Smoke Alarm, Fire-Chief Fire 
Alarm, H-T Burner Alarm. 


For complete informotion write to: 
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onisiox of HEAT-TIMER CORPORATION aA 
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Gilbert 


...do sparkle! New cotton fibres combined in 


controlled processes with finest quality dyes produce 
a sparkling blue-white color that lasts. 

Adding Gilbert’s cockle finish to Bond paper 
provides you with a superior business letterhead that 


truly sparkles. Ask your supplier for samples. 


GILBERT 


PAPER COMPANY 


wENASHA wisconsi® 


A GOOD LETTER IS ALWAYS BETTER ... WRITTEN ON A GILBERT COTTON FIBRE PAPER 
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When the master 

sheet is PATA- 

PAR TRANS- 

LUCENT 

PARCH MENT, 

sharp, clear cop- 

ies come easily — 

consistently. The 

secret is Pata- 

par’s quality- 

controlled texture and 

uniform, correct translu- 

cency. This assures super-fast transmission 
of the ultra violet rays — resulting in copies 
of utmost clarity, and top speed operation. 
Furnished in Substance 12-15% and 44. 


If you use a Bruning, Ozalid or other 
direct-print copying machine, try Patapar 
masters and see the difference! For brochure 
of testing samples, write us on your business 


letterhead. Name of nearest distributor on | thing; he must think or act. The best 


request. 


par 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
: Headquarters for Vegetable Parchment Since 1885 
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without first making definite and fairly 
elaborate preparations. Leave nothing 
to chance. Know exactly what to say. 
The best way to impart information is 
through discussion. The supervisor 
plans what points are to be brought out 
and what questions are to be answered. 
The opinion of the group may alter the 
supervisor’s thinking, but he must have 
done some previous thinking. Meetings 
should be informal but orderly, and the 
questions should be logical. Everyone 
must have a chance to talk and make 
his thinking known. Start the meeting 
on time and end it as scheduled. 
Supervisors, like other people, learn 
by experience, but unguided experience 
is unreliable and unprofitable. Im- 
provements need to be directed. Train- 
ing is the most economical device for 
pointing improvement. It enhances and 
accelerates needed improvements. It 


exposes weaknesses and suggests means 


of surmounting them. It points to 
strength and guides in confirming it. 
Since training is learning, it is well 
to look at some of the more evident 
rules which govern learning. Learning 
is an active process. It involves 
change, and change is accompanied 
with doing. The learner must do some- 


stimulation to learning is self-motiva- 


| tion; the desire within the learner to 
| learn. 


The learner must be in the mood to 


| learn. When he has his mind set for 
| learning and is ready, willing and eager 
_ to accept learning, he can be taught. 


Learning begins with the known and 


: | progresses to the unknown. Build on 


what the learner already knows. Begin 
at his level and take him up to the level 
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This is the Dictabelt record... 


secret of the one dictating machine known and 
used the world around: the Dictaphone TIME-MASTER 


crystal-clear... unbreakable. .. 


=, 


v\ 


mailable. . . post card size.. 


PIZMO- dp | asi 
BEACH \\\ &  / 














Mail the coupon to learn how the 

Dictabelt record can help you 

express yourself fester and er i [-] Send me a free Dictabelt and your booklet, ‘‘Com- 
--double your capacity to get things . munications.” 


DICTAPHONE CORPORATION, Dept. I, 
420 Lexington Ave., New York 17, N. Y. 


done! C] Contact me to arrange a TIME-MASTER dictating ma- 
chine trial. 
PR i634 od bth i nee Sees Cee 


STREET 


CITY & ZONE.... 
DICTAPHONE® corrorarion 
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* ANIWdINDS “> 


tt 


4 i, 
“Oson pur” 


EXTRA 
VERSATILITY! 


Model 242 also 
prints beth sides 
at once... gives 
you letters, orders, 
forms, bulletins in 
half the time! 


Model 242 
handles sheets 
up to 10” x 14” 


DAVIDSON 9 DUAL-LITH 242 is best for Short Run... 
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What a since our new Davidson Dual-Lith 242 
came along! I used to be on my feet all day long with 
our old machine... tracking back and forth from feed to 
delivery... bending over to change masters... turning heavy wheels. 
The Dual-Lith has changed all that! 
Now | sit on a chair—like a queen—and get perfect 
copies of letters, forms and orders at the touch of a button! 
We’re turning out more jobs and getting better quality, too. 
Bless those Davidson designers — a 
they've made our job a breeze! | 


+ button, in full view 





‘ a che be a oa 
the with out moving 


Finger-tip start- mee. 
of the nips a" ee ee 
n ertip ™ — 
. rinders by ; sire — 
: A : 
Fe nes b... nO “0 y ms ve oe el | _ 
: . : we the po 
enone :" “a of the switch starts 
ta 
position ins “ | : ete 
_ 
FingersiP ee 
feeding «+ 
E e-level § 
and oes 


a 
I clo thes or hanc® 








increased operator efficiency 
chair-easy operation 
an end fo operator fatigue! 





me. = =6—hrc—(“‘(‘“‘(i‘i(‘( ts eclueeliii—~ ww Rnb naenaenaeeaaheanaanaaneae -=—=8 = & 
| ; C Send Mode! 242 brochure 

S Davidson (0 Send Supplies Catalog 

| Paper Master 

and Matched 


° and. best in the Long Run, too! Shape assure i, 


Seiaetiem Fic 








> atin) 
DAVIDSON CORPORATION reproduction. on ia 
) A Subsidiary of Mergenthaler Linotype Company every job 
29 RYERSON STREET, BROOKLYN 5, NEW YORK City Zone... State 
Distributors Jn al! principel cities and Conade se 
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Save up to 70% on Line and Halftone Negative Costs, too! 


If you make your own negatives 
on a Kenro “Vertical 18” camera 
you can speed offset duplicator 
production 5 to 50 times. This 
compact unit handles film or 
photographic paper up to 14” x 
18” in size. In practical form sizes 
it equals a 16” x 20” camera, has 


twice the capacity of an 11” x 
14”, has more usefulness than a 
14” x 17” camera. 


Simplified controls and automatic 
timer make it easy for anyone to 
use. Precision construction and 
finest Goerz lens assures sharp, 
accurate, high quality negatives. 


Write for Bulletin 56 which gives full 
details, all applications and shows ex- 
actly how a Kenro “Vertical 18” can 
improve your duplicating procedure. 
KENRO GRAPHICS, INC. 25 Commerce St. 
Dept. F-8, Chatham, New Jersey 


W 


ero Vertical [8 carers 
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you wish him to reach. 

Learning must be accompanied by 
satisfaction. For most, the achievement 
alone gives a sense of satisfaction. For 
others, commendation is one of the 
best stimulations. 

The best learning is accomplished by 
repetition. The more senses through 
which a learner receives an impression, 
the better he learns. If he hears it only, 
he retains 10%. If he hears and sees it, 
he retains 30%. If he hears, sees and 
does it, he retains 70%. But if he 
hears, sees, does and tells somebody 
about it, he retains 90% or more. The 
older learner is as easily taught as the 
younger. The only advantage the latter 
has is his avid interest. If the older 
learner wants to learn and is interested 
in the subject, he has lost only 3% of 
his learning power from age 22 to 60. 


A final duty of the supervisor is to 
plan the work. This involves dividing 
of work into related units and assign- 
ing responsibilities. ‘After assignment, 
and as far as possible, keep hands off. 
Workers must be guided, not babied. 
The worker must be given a job to do 
and must be held accountable for it. 
If the worker cannot do the job or 
cannot be taught to do it, he must be 
removed or reassigned. 

Planning the work involves a close 
study of the jobs to be done. Prepare 
job breakdowns showing steps and key 
points. Arrange jobs in order of diffi- 
culty. Then assign the easiest, simplest 
jobs to new and inexperienced people. 
This provides a chart to guide the 
progress of people to more challenging 
assignments. 

Each person must be assigned to the 











THE REAL “FIRST” | 
IN ERASERS | 


For Outstanding 


Convenience & Time-Savings! 


WIDESPREAD USE proves the popularity of this first really new eraser in years! 
44%" cylindrical rubber stick cleanly encased in attractive, transparent 


| 
| 
plastic holder. Balanced “feel”, ideal fit, between thumb and | 


fingers. 


How Do You JET IT OUT? 
Just unscrew the tip and 
move the eraser 
forward. 


World's 
Quality Standard 
| Weldon Roberts 
| Rubber Textures: 
} NO. 825 
| Red Rubber core, 
| for pencil erasing 
NO, 827 
Gray Rubber core, 
| for erasing ink and typewriting 
Pocket Clip Style for General Use. 
Brush Whisk Style for Typists. Refills 
ORDER YOUR WELDON ROBERTS JET 
ERASERS TODAY FROM YOUR STATIONER! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Not a mechanical gadget. 


NO. 838 
GREEN RUBBER | 
CORE FOR ERASING | 
BALL POINT PEN & 
PENCIL WRITING 


Waldon RoGenls 
Enarwu> 


Correct Mistakes in Any Language 
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for your records! 


This booklet, yours on request, 
can help guide your organization 
to the right paper for each record 
requirement. After 100 years of 
experience in making Cotton 
Fiber Papers, Parsons today pro- 
duces a grade for 
each record-keeping 
use. This booklet 
may help you now. 


ArSOns 


WRITE ON YOUR BUSINESS LET- 
TERHEAD FOR OUR BOOKLET 
NO. 43, ON HOW TO CHOOSE THE 
RIGHT RECORD-KEEPING PAPER. 
PARSONS PAPER CO., HOLYOKE, 
MASS. © PPCO 1957 
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correct job. Each person has a right 
to have his best skill realized. Every- 
one is entitled to a chance to succeed. 
Many persons fail because they are in 
the wrong job. People have likes and 
aversions. Use them to make proper 
placement. The supervisor makes him- 
self available for friendly chats, he re- 
spects a confidence, he listens, he does 
something about it when he can, he 
encourages friendship. 

A supervisor’s job is very important. 
It is the cornerstone of the company, 
the bedrock of its organizational struc- 
ture. It is a job which everyone wants 
when the going is smooth. It has its 
rewards and its headaches, its advan- 
tages and its disappointments. Be glad 
if it is yours, for it is the ladder to en- 
larged leadership, to success and 
greater service. 


Some Clinical Aspects 
Of Electronitis 


HE INITIAL impact of electronics 

on business offices has begun. Both 
pros and cons are still in evidence. The 
following letter will make many readers 
smile: 

There is a new, strange disease en- 
veloping the land. It has reached epi- 
demic proportions. Office managers, con- 
trollers, vice presidents and others di- 
rectly associated with the paperwork of 
industry are particularly vulnerable. 

The symptoms follow a pattern. First, 
the patient reads something about a new, 
electronic “brain” and gets interested. In 
the next stage, he sees something miracu- 
lous of an electronic nature in opera- 
tion and, not understanding it at all, 
he crys aloud, “It’s marvelous!” 

After a short time, usually about 24 hours, 
his temperature rises and soon he has a 
fever. The new electronic device is no 
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when what you want is this 


Unless it’s a true photocopier—such as Copease® —you will draw a blank on 4 
of your general office copying! 

Only a true photocopier such as Copease can handle the full range of your office 
copying. So-called ‘‘all-electric’’ copy machines cannot, for although such machines 
run on electricity (as do all copiers), the copying is not actually done “‘by electricity 
alone.” This type of copy is produced by a heat process—a process that fails in % of 
general office copying cases. They are only part-time copiers, unable to copy many 
common office instruments such as spirit duplications, bal! point, fountain pen ink, 
colored pencils, and stamp inks. 

There is nothing more dangerous or unsatisfactory copywise than a copy which is 
not a true and complete copy of the original. 


Prove this for yourself—test run that copier now with new all-copy 
test pattern. 


For More Information Circle No. 312 


NEW 
COPEASE 
TEST PATTERN 
EVALUATES 
ALL 
COPIERS 
SEND NOW! 


Distributors in Principal Cities. 
Regional Offices: New York, 425 
Park Avenue, Plaza 3-6692 
Chicago, 226 N. LaSalle Street, 
STate 1-1383 e Los Angeles, 
3563 Wilshire Boulevard, 
DUnkirk 5-2881. 


SEND FOR FULL-COLOR ALL-COPY TEST PATTERN 


oa 


Gentiemen : I'd like to have a free 3-day triaf of Copease in my 


Please send free test pattern and literature................ 
eth Hie Ss s couerasceccincceciaane 


City 


COPEASE 
CORPORATION 


425 Park Avenue, 
New York 22, N. Y. 


psn asec 





longer just plain “marvelous.” It is 
“out of this world.” As the fever rises, 
the patient becomes delirious. Then the 
salesman with the order blank appears 
in the ward and the patient signs his 
name. The nurse trys to stop the pa- 
tient, but nothing will stop him now. 

After a period of time (days, months, 
years), the new electronic miracle is de- 
livered. (By this time, there is prob- 
ably something better on the market but 
we can’t be bothered about that.) The 
thing we bought has to be installed. The 
people on the payroll don’t know how 
to operate it. They must be fired, pro- 
moted or pensioned. A whole new set 
of employees must be found. There is 
a frantic search. (Why can’t we get 
big, black headlines in the classified sec- 
tions of newspapers under “Help 
Wanted”?) 

Finally we increase salaries because 
competition for this new breed of em- 
ployees is terrific. Then we must con- 
duct a school. Then we must reprint 
all of our forms in some new fashion. 


the stueamlined way 


for immediate communication 


o— 


yfsheh Code Call i ee 


With the Code Call Transmitter at the switchboard, the 
busy operator need no longer waste time locating per- 
sons away from desk or bench. She just presses the 
button on the Wheelock Code Call and a numerical 
code sounds off throughout the plant. The person be- 
ing paged then responds via the nearest telephone. 
The Wheelock Code Call fs easy to install with any 
desired combination of chimes, bells, horns and other 
signalling devices. Write for Bulletin 4B-8. 


Signal 
Engineering 
& Mfg. Co. has 
changed its 
name to 


faye ff 
LU Aeekoch 


OID 
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We must have a complete change of pa- 
perwork so the “brain” can absorb the 
work to be done. 

Finally, things level off and one day 
the president of the company says to the 
controller, “How much are we saving?” 

Then comes the bad news. “We are 
employing more people. We are paying 
higher salaries. We are taking longer 
to get the job done. “But it’s beautiful,” 
says the controller, “It’s automatic. It’s 
electronic!” 

The door to the president’s office then 
opens and in walks John Smith. (He 
formerly handled the payroll and, when 
he handled the job, everyone got paid 
on time and got the correct amount.) 

“Jim,” asks the president, “What do 
you think of this new electronic program 
we have?” 

“I’m retiring next month,” says Jim, 
“so I can answer you truthfully. We 
could do the same job with pen and ink 
—and sign the checks in gold leaf—and 
cut our present costs in half..—-NORMAN 
L. COTTON, San Francisco. 


HEART OF 
KEY CONTROL— ) gems 
TELKEE SYSTEM 


PROTECTS KEYS AT ALL TIMES ; 


TelKee System soves time, prevents lost keys, cuts down on 
duplicate key expense and tells immediately what person 
has what key. With Cross Index hidden, keys have maximum 
security even if key cabinet is forced open. 


CROSS INDEX OPERATES SYSTEM . 


Alphabetical index shows key by description of item locked. 
Key Numerical Index locates key by lock number. Hook 
Numerical Index lists key by hook numbers in sequence. 
Look in proper index for proper key. Complete key contro! 
is this easy. 


FREE BOOKLET AVAILABLE . . 


Have practical key control at low cost. Obtain complete 
facts today without obligation. 
For free booklet write to Dept. O87 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 
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Nb GO). | tracla mele 
NOW PROFESSIONAL QUALITY 
PLASTIC BINDING! 
with these HAND-OPERATED 


Ko 


PUNCHING & BINDING UNITS 





Model 24 
nee Unit 


22%, S. 


Model 24 
pages fast and easy Binding Unit 
a powerful SHEARING ACTION! 





Just insert cover and pages 
- pull lever . . it’s PLASTICO-BOUND! 


Leste 


Imagine ee 
being able to produce genuine PLASTICO-bound booklets, 
catalogs, etc. — right in your own office! Single copies . Didiusive 
dozens... hundreds — these two handy machines will give ARCH DESIGN 


your literature extra prestige and selling power by adding 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


dic uted vieeniilk 
peer yet 


FRE Colorful 8-page booklet tells you how to get more out of your printed literature. 
Fill out and mail this coupon TODAY! =— or More information Circle No. 177 





A tener ne Sagar ae 


5; ITE REY TTT 
28 ait Ae PODER ¥ oe 


(Ai PLASTIC BINDING CORPORATION. 


\PNDER Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. @ 15 West 24th St., New York 10, N. Y 


PLASTIC BINDING CORPORATION 
Dept. O 732 Sherman St., Chicago 5, Illinois 


Please rush FREE BOOKLET giving me full information 
about the new PLASTICO Hand-Operated Punching and 
Binding Units for office use. 


Address 
CHB iis. eee 





HERE’S THE POINT OF A 


s 
= 


™ 


(ROSS 


mast appreciated 
ah busines 
on pebonal gufts 
i \ Your Choice of Pens or Pencils 
| 12 KT. GOLD FILLED 


\ $6.00 ea. plus tax 
\ ! $12.00 sets plus tax 

ul 

\ 


IN LUSTROUS CHROME 
\ 


$3.75 each 
= \ A.T. CROSS fon, 





$7.50 sets 
bet FIFTY THREE WARREN STREET 
PROVIDENCE 7, R 1, USA 
For More Information Circle No. 253 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. hen you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent roiling. 
13 heights — 

Send for Circular 
56-0 and prices. 


. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, 
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THE DYNAMICS OF INTERVIEWING by 
Robert L. Kahn & Charles F. Cannell. 
John Wiley & Sons, 440 Fourth Ave., New 
York 16, 368 pp., $7.75. 

Based on psychological theory, this book 
develops principles and techniques of in- 
terviewing, and includes case material 
from a variety of fields. The authors con- 
sider the contributions of both interviewer 
and respondent, their influences on each 
other, and the methods by which un- 
wanted and unintended distortions can be 
avoided. A set of unedited actual inter- 
views permits comparisons and contrasts 
for personal study. The recorded scripts 
include experienced and inexperienced 
applications for a clerical job; and a super- 
visor-subordinate interview about an office 
feud. 


BUDGETING: PROFIT-PLANNING AND 
CONTROL by Glenn A. Welsch. Prentice- 
Hall, Englewood Cliffs, N.J., 510 pp., 
$10.60. 


A typical comprehensive budget pro- 
gram is outlined and illustrated through- 
out the book to provide continuity and 
show the interrelationship of the various 
budget techniques. For the accountant, 
says the author, budgeting opens the door 
to the inner councils of top management. 


CONSUMER CREDIT DEPARTMENT 
OPERATIONS. National Assn. of Bank 
Auditors & Controllers, 38 S. Dearborn 
St., Chicago 3, 176 pp., $6. 

The purpose of this manual is to pro- 
vide yardsticks against which banks al- 
ready active in the field can evaluate their 
operations, and to assist other banks in 
setting up a consumer lending operation. 
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to 7 
XEROGRAPHY y 


60 copies of a 50-page report in only 3 hours... 
each copy as sharp as the original 


Sally Jo is a happy girl today. She’s get- 
ting compliments from everyone. That 
new hair-do does something for her. So 
does that snappy outfit . . . And xerog- 
raphy makes her look good, too. 

What’s xerography? 

That would have been a fair question a 
few years ago when The Haloid Company 
first unveiled it. But today xerography is 
widely known—in business, industry and 
government—as the world’s most versatile 
and economical copying process. 

If you’ve installed it at your plant, you 
know that paperwork duplicating of all 
kinds is no longer a problem. 

That’s why Sally Jo looked good today. 
The vice-president asked her if she could 
get him 60 copies of a 50-page report in 
less than three hours. 

Impossible? Not with versatile xerog- 
raphy. She quickly had the necessary 50 
offset paper masters prepared on XeroX® 
copying equipment, then had multiple 


copies run off on an offset duplicator. 
“Splendid!” exulted the v.p. “These 

copies look as crisp and fresh as yourself. 

They’re terrific, Sally Jo. . 


xerography. When I go into a meeting or 


. thanks to 


send out a report, I want everyone else to 
have just as good a copy as my own. 
That’s what these are .. . each as sharp as 
the original.” 


WRITE for proof-of-performance folders showing 
how xerography is saving time and thousands of 
dollars for companies of all kinds, large and small. 


THE HALOID COMPANY 
57-98X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U. S. cities and Toronto 


HALOID 
XEROX 
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Better in every way 
for typewritten copies” 


Hlufon 


Oppel 


PULLOUT Styl 


eo uU i Cc k e r No lost time separately counting carbons and second 


sheets and then aligning them. Copies extracted from 
carbons in one simple motion. 


Eee as ! er Simplified counting of pre-aligned sets . . . just count 


number required and place with the origina! or 
letterhead. 


Cc i e a rn & r No smudging of carbon . . . every copy is sharp, clean 


and extremely legible. Typists keep cleaner too . .. 
no need to handle carbon surface. 


ty af ee r The positive method for producing typewritten copies. 


Every copy is usable . . . no throw-aways and re- 
typing because of poor impressions. 


Cc h & a p iad r The speed and ease with which the finest quality type- 


written copies are produced using Huron Copysette 
means substantial savings in both time and money. 


Write today for address of the stationer nearest you handling Huron Copysette. 


= a oe 
pont HURON SULPHITE & PAPER CO. STATIONERS ... We invite your inquiries. Send for 


Port Huron, Michigan samples, descriptive literature, and price list. 


Please send to me without obligotion free samples 


of HURON COPYSETTE. ; : ; PORT HURON 
SULPHITE & 
PAPER CO. 


PORT HURON, MICHIGAT) 
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“as the man who writes everything in longhand 
finds the typewriter a revolutionary item, so 
have we found our DENOMINATORS!” 


As we used to do it... K 


Before using DENOMINATORS all items sold were 
entered and counted on long, cumbersome break- 
down sheets. This meant that large groups of 
orders were held up before releasing them to 
the billing and packing depts. 


NOW WE SORT AND COUNT THE DENOMINATOR WAY! 


“Recording and counting from each order the number and kind of items 
purchased, as well as shipping and billing, are now handled faster and 
more accurately. Because DENOMINATOR keeps a running total of each 
item, we can now handle orders in small, speedy groups. As a result, the 
ability to start the first group of orders flowing has enabled us to com- 
pletely revamp our office system —to the delight of all. DENOMINATORS 
require far less floor space, are pleasing to work with, and do not require 
specially trained operators.” 


For the answer to your sort and count problems, write 


Dept. 0.74, 
itt 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y. 
Manufacturers of Tabulating Machines for 40 years 
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“We're saving a VP’s salary 


e “The saving is in mailing — with 
Pitney-Bowes’ new Mail Inserting 
Machine. It has cut costs as much 
as $7.00 per thousand pieces on some 
mailing. Does as much work as eight 
girls did formerly. Shaved mailing 
room overtime way down, and we no 
longer need to hire, beg or borrow 
crews of clerical people. Best buy in 
an office machine we ever made!” 


e ‘That’s a fair composite of some 
testimonials we've received from 
users of the new PB Mail Inserting 
Machine—the Model 3100. 

e The “3100” gathers, nests and stuffs 
into envelopes as many as four as- 
sorted enclosures; closes, seals, counts 
and stacks envelopes at speeds up to 
6,000 per hour! An optional postage 
meter machine hookup provides 
simultaneously preferred metered 
mail postage—first or third class. 

e It’s the fastest inserting machine 
ever made, with amazing accuracy — 


automatic detectors catch errors be- 
fore envelopes are filled. The “3100” 
has had five years of actual user tests; 
some test models have processed 
more than 15 million mailings! 


e The “3100” is extremely versatile; 
can handle a wide range of sizes of 
envelopes and enclosures, including 
checks, light card stocks, end-folded 
bills, tabulating cards, booklets, etc. 
Easily controlled from one side it can 
be set in minutes, needs very little 
maintenance—no skilled operator. 


e Even if you have only one large 
mailing a quarter, ‘the “3100” will 
quickly pay for itself in costs and 
time saved, in prompter and better 
scheduled mailings. Permits a far 
wider use of the mails. Ask the PB 
office nearest you for a demonstra- 
tion. Or send the coupon for illus- 
trated literature and case studies of 
actual savings made. 
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rs) PITNEY-BOWES 


Mail Inserting Machine 


Made by the originator of the postage 
meter...world’s leading maker of mailing 
machines. 103 branch offices with service from 
302 points in U.S. and Canada, 


© Collates and nests enclosures, 
opens, stuffs, seals and stacks 
up to 6,000 envelopes per hour. 


® Optionally imprints metered 
mail postage. 

© Available in one-station to four- 
station models. 

¢ Backed by Pitney-Bowes’ service, 
coast to coast! 


PitNEY-Bowes, INC. 
3451 Crosby Street Wy 
Stamford, Conn. “ 


3100 Mail Inserting Machine. 


Name__ 





Address 





: 

I 

I 

1 Send free literature on the Model 
{ 

I 

1 

| 


For More Information Circle No. 268 
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‘My Office Typist gives me speedy 
type composition right in my own 


office . . . with VARI-TYPER”’ 





**| get better job control and save 
as much as 75% on printing costs 


with VARI-TYPER”’ err; 





VARI-TYPER can cut Your 
office printing costs, too! 


Why pay high prices for outside type- See how quickly you'll prepare copy 
setting when Vari-Typer can do the and get better job control, too... 
job right in your own office at a whether its a bulletin, office form, 
fraction of the cost. price list, etc. 


Easily operated by your office typist- Write today for more information — or 
Vari-Typer with hundreds of instantly ask your nearby Vari-Typer Man for a 
changeable type faces ... automatic- free demonstration. 

ally evened margins ... produces 

clean, professional-looking type-com- Text by Vari-Typer 

position ready for any printing or Headlines by Headliner 
duplicating method. 


Looks like a typewriter... writes like printing. 


VARI-TYPER CORPORATION 


712 Frelinghuysen Avenue, Newark 12, New Jersey 
Subsidiary of Addressograph-Multigraph Corporation 


For More Information Circle No. 193 
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Nlows DECI+ MAGIC is the world’s first 
—= and only calculator to set decimals 


automatically in the keyboard and 
a coleulator hat ond all dials. Touching just one key one 
time guarantees you correct decimals 


decimal pointy nifty | from the start of a problem right 


through to the result. The drifting 
decimal is gone forever! 

This positive protection against 
misplaced decimals, plus many other 
exclusive advanced features, makes 
Deci+* Magic the easiest calculator 


MARCHANT to use ever built. 
NEw DECI * MAGIC DOES IT ALL FOR YOU — AUTOMATICALLY 


FE ALL Decimal Setting * ALL Dial Positioning « ALL Clearing 


INC, 
OAKLAND 8, CALIFORNIA 


Mail this coupon, with your business 0-8 
letterhead, to the address above for 


You touch one key one time to set all your decimals 
automatically... that’s DECI+ MAGIC! 


| 
| 
| _!nformation on the new Deci*Magic . Oj 
] Index to Modern Figuring 
} by Marchant Methods 

For More Information Circle No. 206 
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HOL-DEX_ 


. when 
everything 


IS labe le d. 


The answer to labeling problems in 
the office, factory, store, home. Ad- 
heres with slight pressure — no tools — 
no holes in fixtures. Eight transparent 
colors for instant identification. Label 
remains clean and legible inside plastic 
holder and is changeable. Made in 6” 
lengths and 14”, 34,” and 1” widths. 
May be cut to length required and 
makes 3 to 6 ordinary label holders. 

At your stationer or write 
for sample & folder 


CEL- U- DEX CORPORATION 


23 McARTHUR AVENUE, NEW WINDSOR, N. Y. 


For More Information Circle No. 228 
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olivetti 


The Olivetti Lexikon Electric Typewriter produces clean, crisp, uniform 
typescript with virtually no effort on the typist’s part; the result is less operator- 
fatigue and greater efficiency than with non-electric machines. Carbons are 
more legible, and extra carbons require no extra typing effort. The Lexikon 
Electric prints, spaces, back-spaces, line-spaces, returns carriage, shifts be- 
tween upper and lower cases and repeats dots, dashes, x’s and underlines 
electrically. An exclusive On-Off Switch shuts the motor off when the machine 
is idle for 60 seconds. For information, see your Olivetti dealer, or write to 
Olivetti Corporation of America, Dept. OF, 580 Fifth Avenue, New York, N.Y. 


For More Information Circle No. 208 
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MAIL 
THIS COUPON TODAY 


for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS. 
Please send me FREE copy of “How To Get Greoter 
Service ond Value From Your Records and Letters.” 


Nome 





Title 





Company 





Street 





Stete 
Please Print Plainly 





A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


¥% Judge poper properties and their value, 


¥%& Determine the effect of poper prices on 
total record or letter costs. 


% Get correct, most economical grade for 
each specific need. 


%& Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 


soa 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS, BONDS, INDEX 
BRISTOLS & LINENS 





For More Information Circle No. 209 
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This permanent active file binder 
will increase the efficiency 
of your active files. 






*‘Bound pa, 
read like a hk” 
from front to back. 





flap 






the binding | 


n, t 





svienenn 
a 





SMEAD’'S 


FILE BINDER 


SYSTEM TABBED 2/5 CUT 


Important contracts, credit information, price 
agreements and other important papers should be 
separated from the general correspondence, in the 
individual file folder, by binding these important 
papers in a Smead File Binder. Here they are 
securely held in place by the metal fastener. This 
File Binder is then placed immediately behind the 
regular individual folder of that same account. Here 
it can be immediately located and all documents 
will appear in the order in which they were origi- 
nally filed 

The File Binder can be marked ‘Do not trans- 
fer.” This will prevent the possibility of trans- 
ferring important papers to the inactive files. 

Smead's File Binders are furnished in different 
colors—colors you may select to typify different 
classifications. 

A credit file adaptation of this binder is Smead’s 
number 615CR furnished in bright red, with a 
credit information form printed on the front. 


SEE YOUR STATIONER OR . 
WRITE US FOR A FREE SAMPLE 
nn, ny 
The File Binder is placed immediately 1 THE SMEAD MANUFACTURING CO., INC. 
behind the regular individual folder of | Hastings, Minnesote 
that same account. {Please send me a free sample of Smead’s File Binder 
(1 No 615FB () No 615CR_ Specify Color Red, 


(_} Blue, (1) Green, [1] Redrope, (] Goldenrod, [1] Manila. 


Name 








HASTINGS, MINN. * LOGAN, OHIO Address 
| Cty. a as lh 


dinw webtgiiiaisibienies 


For More Information Circle No. 178 
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HERE’S HOW 


Hinde & Dauch 
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uses ADP to speed its orders, 


> 
/) 

/ 

L 


invoices and reports 








The Company's previous order- 
processing system was slow be- 
cause of a large number of manual 
operations. Automated Data Proc- 
essing corrected this and produced 
a fast-moving and accurate system 
built around Flexowriters, tapes 
with codes, and Moore forms. 


° 


, wien = = oD 
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Master tapes furnish the constant 
information for each Order. As 
each Production Order is typed. 
another cable-connected Flexo- 
writer prepares a Route Ticket. 
Simultaneously, a tape is punched 
(as a by-product) and is used to 
feed information to still another 
Flexowriter for an invoice-typing 
operation. This also produces a 
statistical tape, the starting point 
for sales analyses, salesmen’s 
statements and statistical reports. 
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The system has eliminated delays. 
key-punching (and verifying) and 
manual typing of invoices. Con- 
trol and quick information are 
positive assets. The Moore man 
helped in the design and construc- 
tion of Moore Marginal Punched 
Continuous Forms: an 8-part Pro- 
duction Order; a 13-part Route 
Ticket; and a 7-part Invoice. 


If you would like to read the details in this booklet, write on 
your Company letterhead to the Moore office nearest you 


MOORE BUSINESS FORMS 


Inc 


NIAGARA FALLS, N.Y. * DENTON, TEX. - EMERYVILLE, CALIF. 





Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories across U.S., Canada, Mexico, Caribbean and Central America, 


For More Information Circle No. 198 
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Salesmen of American Mat 
Corp., Toledo, used homing 
pigeons to send orders to the 
home _ office. The stunt 
marked the firm’s 25th anni- 
versary celebration. Mrs. 
Moor, wife of president D. 
W. Moor, placed the first 
pigeon in its crate for its 
journey to a salesman in the 
field. 
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This Datatron electronic computer was 
programmed by Peter Toma of the Cali- 
fornia Institute of Technology, to inter- 
pret Spanish, French, German and Rus- 
sian, and automatically type idiomatic 
English translations. Demonstration was 
made at the ElectroData Div. of Bur- 
roughs Corp., Pasadena, Calif. 


41 





A Photon photo-composition machine at Baltimore Business Forms Co. provides an 


additional 192 styles and sizes of type for use in business forms. The electronic 

machine has a typewriter keyboard and is made by Photon, Inc., Cambridge, Mass. 

This is part of Baltimore Business Forms’ million-dollar expansion and modernization 
program. 


H-O-N suspension files are standard equipment in the offices of the new Eagle United 
Supermarket administration building at Milan, Ill. Installation was made by Carlson 
Bros., Moline, Ill. 
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The keyboard of the Musicwriter showing its 79 standard music symbols. 


The Musicwriter is a typewriter which will 
accurately produce any musical score in 
conventional style, either for immediate 
use or for reproduction. Blank or printed 
staff paper may be used (printed staves 
need not be exactly the size of machine’s 
staff). The machine uses a carbon paper 
ribbon for producing paper offset masters 
or copy for photo reproduction. Masters 
for spirit duplicating, as well as carbon 
copies, can be made on it. An instruction 
manual contains exercises to teach the 
user a touch typing system. 

Produced by Music Print Corp., 2915 
E. Colfax Ave., Denver 6, Colo., in co- 
operation with R. C. Allen Business Ma- 
chines, Inc., the Musicwriter writes a 12” 
line on paper up to 1442” wide (wider 
carriages available). It can be serviced by 
any typewriter repairman. For More In- 
formation Circle No. 176. 


A 


o=84 


=P 


An example, actual size, of the work of the Musicwriter. 
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At the Vanguard 
Computing Center, 
Washington, D. C., 
scientists from the 
Naval Research 
Laboratory study 
an overlay on 
which the IBM 780 
Cathode Ray Tube 
Output Display at 
left will trace the 
path of the artifi- 
cial earth satellite 
on the earth’s sur- 
face. The television 
tube pictures the 
calculations of the 
IBM 704 computer 
in the form of 
charts, figures or 
| special engineering 
symbols. L. to r.: 
Dr. Joseph W. 
Siry, Dr. Paul 
Herget (seated), 
Hugh Chrisman, 
and James J. Flem- 
ing. 


The auditorium of 
the new Sunbeam 
Corp. Engineer’s 
Building, Chicago, 
is equipped with 
Commuter tablet 
arm folding chairs 
made by Clarin 
Mfg. Co. The arms. 
which are used for 
writing, can be 
folded down for 
regular seating 
purposes and for 
easy access to the 
chairs. 
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This medel office 
in the new show- 
rooms of Gregory 
Mayer & Thom 
Co., Detroit, fea- 
tures the use of 
metal furnishings. 
The desk, chair and 
cabinet are of steel 
and made by All- 
Steel Equipment 
Co. The desk ac- 
cessories are brass, 
made by Smith 
Metal Arts Co. 


Rev. and Mrs. Paul 
L. Muder of the 
First Congrega- 
tional - Christian 
Church, New Glou- 
cester, Me., pro- 
duce copies of a 
weekly ‘‘Parish 
Visitor” on a 1904 
mimeograph, __be- 
lieved to be the 
oldest still in regu- 
lar use. This was 
A. B. Dick Com- 
pany’s first rotary 
model, an improve- 
ment over an earl- 
ier oscillating 
model which was 
rocked back into 
position before the 
next sheet of paper 
could be fed. 
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And You Are There! 
By ERIC WAHLEEN 


Still in the future for most of us is the 
era of the television telephone. Until the 
arrival of this merciless instrument, most 
of the situations depicted below will con- 
tinue to occur. Perhaps you will recognize 
a few as typical of someone in your office. 


1. (Right) The nerve-stabbing jan- 

gle of the telephone has jarred 

many an office worker from his 

reverie. It can be especially dis- 

tasteful when it’s a call you'd 
rather miss. 


2. (Left) In trying to ex- 

plain to his wife why he 

will be late for supper, 

the harried husband 

achieves this pleading 
look. 


3. (Left) It seems the cad- 
dy at the clubhouse 
ruined his only set of 
clubs and today has been 
set aside to play that new 
prospect. 


4. (Right) This could 

mean only one thing— 

the ear shattering click of 

the receiver when a caller 

unwittingly dials a wrong 
number. 
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7. (Right) Critical in- 

formation on the wire! 

The horse a_ friend 

talked you into betting 

on did an unusual thing 

—it won! Total earn- 
ings $4. 
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5. (Left) Picture of a maa 
who uses the telephone to 
impress his co-workers. More 
than likely this call was for 
an important ham on rye 
from the luncheonette. 


6. (Right) The office is gen- 

erally not the best place for 

secret phone calls. Why can’t 

the bank write you when you 
are overdrawn? 


8. (Left) At the end of a 
tough day on the job his 
wife calls to say she just put 
another dent in the car, 
junior was suspended from 
school and the fuse blew on 
the electric range. Result— 
no dinner! 


9. (Right) Here is a fellow 
trapped by the long-winded 
conversationalist. Oh for the 
good old days when all you 
needed to send a message 
was to chisel the words in a 
chunk of granite. At least 
that kept talk at a minimum. 





Office Baking Contest 


The Employees Assn. of Mutual Life Insurance Co. of N. Y. 

recently held a baking contest which was open to all employees 

and their spouses. After judging was completed and prizes 

awarded, all the entries were served with coffee to the spec- 
tators. 


At left is Russell V. Vernet, director of 
advertising for Mutual of New York, with 
the prize-winning apple pie he baked and 
entered in the office contest. His creation 
captured first place honors in pie baking. 
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Your work is as good as your bond 


and a FREE sample package of 


HAMILTON 
BOND 


will prove that it brings out the best in your work! 


Every sheet of Hamilton Bond looks good— 
clean and flawless. And every sheet prints to 
perfection on offset duplicators. That’s because 
of the smooth surface, the genuine watermark, 
the precision cutting, the moisture-proof wrap- 
ping. No lint or fuzziness, either. And Hamilton 
Bond is second to none in strength and dura- 
bility. Bright white and 10 practical colors. For 
swatchbooks and free sample package, see your 
Hamilton merchant or write direct. 


HAMILTON PAPERS 


HAMILTON PAPER COMPANY, Miquon, Pa. 


Mills at Miquon, Pa., and Plainwell, Mich. 
Offices in New York, Chicago, Los Angeles 
For More Information Circle No. 197 
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From England comes the champion of 
office printers: the ‘‘Roneo 750.”—The 
quality of reproduction obtained with 
the all-new ‘‘Roneo 750” is so far su- 
perior to any other duplicating process 
that even printers cannot tell the dif- 
ference between ‘Roneographing” and 
professional printing —Only the new 
exclusive ‘“‘Roneotronic’” process re- 
produces unscreened photographs with 
stunning richness of detail.—‘‘Roneo 
750” is absolutely clean with exclusive 
“Roneo Multiple Silk Screen” and Semi- 
Paste ink in tubes. Your hands never 
touch ink, even when making a color 
change!—Clip this ad to your letter- 
head and mail for more information to: 
“addo-x inc’’—300 Park Avenue, NY 22 


For More Information Circle No. 183 
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1—matchless Swedish craftmanship, 
modern design, precision engineering 
2—calculator performance at adding 
machine cost with exclusive step-o-matic 
3—world’s smoothest action for quiet, 
lightning fast, error proof operation 
Add the new blue-gray and streamlined 
case with built-in carriage—and you 
have the world’s best buy in adding 
machines today:—the “‘addo-x” 

Enjoy a life-time of dependability, effi- 
ciency and real economy with ‘‘addo-x”’. 
Nation-wide “‘addo-x” dealers are as 
near as the Yellow Pages—Ask for 
free demonstration in your office or clip 
this ad to your letterhead and mail it 
today for further information to: 

“addo-x inc” —300 Park Avenue, NY 22 


For More Information Circle No. 181 


Tue Orrice—August, 1957 





Cc 


UI 


rStock-Co 


eg 





(4 i 
TY: pe tee 
| a nee ware Tae ace 
; o a © 


vheet 3O° OHO 
OMe Accerree. yKE F eee ° 
eee en Sioneut cay 


— we & 
~ c“ i 
VE os 16 4 . 


| | 
+3 
a 


LL. 


Manufacturers of skirts (or skis) can speed and simplify 
their poeta pr accounting, and ap ne records with 
simple punched-card systems on Vary-Tallies. 

ding skirt-maker, for instance, always has complete 
command of several variations of styles, sizes and colors 
simply by lifting out the cards for any of these 
classifications . . . and recording them on the Vary-Tally. 
This gives him an instant accounting on any account, 
without pencil tallies, scratch marks, or telltale marks 
on the goods. 


In time-checking, this manufacturer has tallied 420 
items on 80 orders in 4% minutes. His best previous time 
was 40 minutes. No copying . . . nothing but the final 
totals on the counter-faces. 

What Production Systems Inc., Waltham, Mass., 

is doing for the garment industry with its ‘““Quik-Pik” 
System .. . you can do for yourself with a similar 
system based on Vary-Tallies. And you can count 

on Veeder-Root to help you. Write: 


of eT 4¢ 


Hartford, Conn. + Greenville, S. C. » Chicago 


4 Veever-Roor Inc. 
"ioe Aeneas iene ae | “The Name that Counts” 


For More Information Circle No. 313 
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“We tie out as many as 100,000 pieces 
of mail a day on our two Bunn Ty- 
ing Machines .. . and do it 10 times 
faster than by hand-tying,” says 
Miss K. Bryant, Service Department 
Supervisor of Butler Brothers, one 
of the world’s large distributors of 
general merchandise. 

Operators simply place a stack of 
envelopes on the Bunn Machine and 
step on a treadle. In only 1% sec- 
onds it is neatly and securely tied. 

Dozens of different mailings go out 
each day, but because the Bunn Ty- 
ing Machines adjust automatically to 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


7605 Vincennes Av., Dept. OF-87, Chicago 20, Ill. 
Export Dept. 10406 S. Western Ave., Chicago 43, III. 


10 times faster 


TI ES for Butler Bros. 


any size or shape, no time is lost in 
changing from job to job. Every stack 
is tied with just the right amount of 
twine and with uniform tightness. 
The exclusive Bunn knot is approved 
by Postmasters everywhere. 

Bunn Tying Machines pay for 
themselves many times over, in 
many ways. Fatigue-less operation 
increases employee efficiency .. . 
anyone can operate without train- 
ing . . . easily moved to break bot- 
tlenecks in any work area. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-87 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 





Company 








Zone ——. State 


For More Information Circle No. 360 
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ONCE THE NEWEST 
THING IN 
DUPLICATORS... 

NOW ITS 


REPRODUCES 
FIVE COLORS 
AT ONE TIME! 


$198.50 


plus FET. 
F.O.B. Chicago 
Other models from $157.50 up, 
i olectric model at $349.50 
Sie 


EW Gey nite 


== SILV-ER-STREAK 


@ Streamlined, Modern Design @ Pre-Set Side Guides—Fixed 


@ Exclusive “Margi-Set” Auto- Position Assures Accurate 
matic Raising and Lowering. Alignment always 
Copy Can be Positioned While @ Exclusive Quart Capacity Fluid 
Operating Duplicator. Supply. Less time on refills— 
* Composition-faced, long-wear with No Evaporation 
Side-grippers. Outlast all others» Five Position Intensity Control 
—Positive Single Sheet Feed. e Easy Visible Fluid Supply 


aoe he) -) 35 | 
DUPLICATOR & SUPPLY CO. 


1203 Cortland Street « Chicago 14, 


Hlinois 
San Francisco 


Brooklyn 
For More Information Circle No. 224 
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T ma 
FAST FILING wy ca, Sh ‘. 


ONLY SPACEFINDERS give you the speed, convenience, 


and economy of shelf filing in a complete, enclosed unit with 
the dust, ain and fire protection of drawer files. 















sands of side tabs —clearly . visible, | | 
readily accessible. At. left, note hand- 
some modern design, neat appearance | | 


with doors closed. .= 
Find out how .Spacefinders pay for 
Ahemselves once a year—by saving 
you time, space and money every day! 


oy Oe — 4 


rrRopnpwvuvcTtrs co. 


(f SILETTTTTMATEEEEETEEEEEEEE 


TAB PRODUCTS CC. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 


See how girl can instantly read thou- 





NAME 
POSITION 
COMPANY 


MAIL COUPON TODAY > 
ADDRESS 


eerey CITY... ‘ STATE 


LAAARRRARRRARA 


PP"FOR SERVICE... 
FOR BEAUTY 


Prove it to yourself. Write Automatic paper injector for quick and accu- 
with the graciously styled rate letter and envelope insertion. 
Olympia to know what fine Convenient half-spacing, ideal for index cards, 
typing can really mean. ruled paper and letter writing. 

Judge and test its smooth Inter-changeable carriages save money and 
action and quiet operation. time. Carriages of any size inter-changed in 
Check its sturdy, rugged con- seconds. 

struction and compare its 
smart design. Every worth- 
while aid to easier typing is 
standard equipment on Olym- 
pia typewriters. 


Nation wide sales and service 
by authorized Olympia 
dealers 


Accurate and easy to set margin stops and 
automatic tabulator clearance. 


Ask your Olympia dealer for 
a demonstration today 


OLYMPIA DIVISION 
INTER-CONTINENTAL TRADING CORP. « 90 west sT., NEW YORK 6, NV. Y. 


WRITES BEST OF ALL . 
BECAUSE IT IS BUILT BEST OF ALL 


For More Information Circle No. 297 


THe Orrice—August, 1957 





You can 
cut costs in your 
order-processing 

operation! 





New booklet shows how 
“integrated shipment addressing” 
speeds shipments, eliminates 
errors and saves clerical time. 

Send for your copy! 


DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
NEW BOOKLET TELLS: dramatic savings in clerical time 
@ How to evaluate the efficiency of and effort. Regardless of your 
your shipment addressing operation paperwork procedure, or office 
= bs pomerg for addressing equipment used, you can enjoy the 
© The tatest dientt-to-castées benefits of integrated shipment 
stenciling systems addressing. 


@ The key to a better shipping 
operation 


e Integrated shipment addressing, 
the newest trend in office systems 


Your free copy ts waiting 
Send for it today! 


| WEBER MARKING SYSTEMS, Dept. 8-H 
Mount Prospect, Illinois 


Please mail me a copy of “‘How to streamline your ship- 
ment addressing for speed and economy.’ 


WEBER MARKING SYSTEMS 
Division of Weber Addressing Machine Co., Inc. 
Mount Prospect, Illinois 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


SD sete ctcqdepece ae Se 
For More Information Circle No. 210 
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pre-sensitized 
plates produced 


in seconds..... 


with Rapid Printer 
by nuArc 





...-the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 
... with an arc lamp. 

Get the facts on nuArc 
Rapid Printers. 


Contact your dealer 
or write for bullelin esuav 


COMPANY, INC. 
General office and factory: 
624 S. Western Ave., Chicago 12, til, 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


For More Information Circle No. 179 
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A Modern, Sturdy Elevator Stand... 
At Rock Bottom Price! OUR SPECIAL! 


Your Best Buy 
For All-Around Use 


Undercoated — to 
absorb noise 


All steel 

All edges rounded 
tattle proof 
Elbow type arms 
Tubular legs 


























tigid back brace 
Baked enamel finish 
No. 1695 / 2 drop leaves 
“Our Special” i Soft rubber casters 


Exclusive 1-pc. 
Colors: Mist Green, Gray, Desert Tan leo bracket 
o 


interstate Metal Products Co., Inc. Dept. v 
Other products made by Inter- (Office Equipment Division) 


state include a wide variety of j 666 Lake Shore Drive, Chicago 11, Ili. 
wardrobe and storage cabinets; Gentlemen: Please send me FREE office equipment catalog & price 
steel elevator-type stands for lists. 
heavy business machines; office NAME nasosceaiebaiad liaabinitien 
utility stands; plastic chair mats, TITLE 
etc. FOR FREE CATALOG SEND 

COMPANY 


COUPON. 
ADDRESS. 
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For More Information Circle No. 211 
Tue Orrice—August, 1957 





Even their shepherd admits he can’t figure 
out which is which. You'll be pleasantly 
surprised to find out that the last 
duplicated copy looks just like the first 
when you use all-new Colitho Direct Image 
Paper Plates and duplicating supplies. 


The secret of this greater uniformity is that 
from plate to plate, box to box and 
shipment to shipment, Colitho 

Direct Image Paper Plates are 

ph Control-coated to closer 

tolerances than ever before. And 

Colitho Etch and Fountain Solution are 
specially formulated to bring out the exact 
same sparkling appearance from 

every plate. 


Systems men and duplicator operators the 
country over are discovering this great 
new uniformity Colitho gives all their 
offset duplicating. For the name of 

your nearest Colitho supplier, write: 
Columbia Ribbon & Carbon Mfg. Co., Inc. 
Glen Cove, New York. 


COLITHO 
OFFSET 


COPIES 
that look 


DIRECT IMAGE 


DUPLICATING cnt soc 


PAPER PLATES 


PLATES 
AND 


Catone enon 
SU LIES : ‘ — 
eo an om NY 
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Victor’s new, completely automatic printing calculator with the 


Now simpla-Key 


Lets “on eet eek ot, subtract, or ane wih a _ . One ws 


Flick Up to Multiply ae Center to Add, Subtract 


VICTOR ‘i CALCULATOR © 


Imagine! Multiply, divide, add or subtract 

with the new Victor Calculator—all automat- 

ically! Just flick the Simpla- Key — enter fig- 

ures as you’d write them—and the machine 

does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies ae P 
figures entered and operation performed. See “Vicor Ada 8, —<" pceneiaaiaianal 

the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See “‘V’’ for Victor in the Automatic Calculator. 

adding machine section of the Yellow Pages. Nome 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name 
Victor-McCaskey, Ltd., Galt, Ontario fbtveis 


Manufacturer of Business Machines, Cash Registers, Business ? 
and industrial Systems, Electronic Equipment, Electri-Cars. 6. Gi ee 
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New Vertical MultiSort speeds the sorting of Sales Slips, Jay M@evssinagtore. Fiandl 
Checks, Cards, Freight Bills, Tool Tickets... any media arly ae: ree ee ee 
up to 8%” wide by 5%” high. It saves 50% to 75% of 
the time required for most hand sorting. Sorted material 
is visible and easily found. Papers are protected during 
sorting. Space saved amounts to as much as 80%. Material 
sorted may be held under control for quick easy reference. 
MultiSort can be arranged in units to fit each job. 

Get free folder giving full particulars NOW! Write Room 
1817, 315 Fourth Avenue, New York 10 — ask for LBV734. 
*MultiSort is a registered trademark of the MultiSort Co 
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WINSTON B. LINAM, Manager, Station KSLA-TV, Shreveport, La., explains how 


All TV Station’s Accounting 
Can Be Done by Machine 


Y TURNING to mechanized ac- 

counting soon after our television 
station went into operation, we have 
kept pace with the increasing volume 
of record work and held down office 
operating costs. The system that we 
have developed produces up-to-date 
figures on our daily business, showing 
where every cent is coming from and 
where it is going. One girl with one 
accounting machine handles all of the 
work as simply, we believe, as possible. 
Without this simple, highly automatic 
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system, we would need at least one or 
two more office employees. 

Station KSLA-TV began telecasting 
under a unique “interim” license on 
January 1, 1954, Faced with a lengthy 
wait for a final grant on ‘Channel 12 to 
bring television to the Shreveport area, 
the three contesting applicants for 
Channel 12 banded together to request 
permission to operate a station on a 
temporary basis pending the final de- 
cision in favor of the successful appli- 
cant. The FCC complied by granting 
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an interim license, and a 2-kw trans- 
mitter and 220-ft. tower were placed 
in operation in downtown Shreveport 
under the name of the Interim Tele- 
vision Co. Shreveporters enjoyed 22 
months of television before the FCC 
finally granted permanent permission 
to the Shreveport Television Co. on 
May 20, 1955. 

On November 24, 1955, our 50-kw 
transmitter began telecasting from its 
1,195-ft. tower some 15 miles north- 
west of Shreveport. Operating as Chan- 
nel 12, the station’s coverage now ex- 
tends for a radius of 65 miles to bring 
television to the heavily populated 
“Ark-La-Tex” area (a circle extending 
over the northeast corner of Texas, the 
southeast corner of Arkansas and the 
northwest corner of Louisiana). 

From the outset of station opera- 
tions, we realized that we would need 
a system of accounting as modern as 
the fast-moving medium of television. 
Of course, our biggest job occurs in the 
hundreds of spots and programs that 
must be billed weekly. The four-part 
statement that we have devised in- 
cludes the affidavit of performance for 
the advertising agency and the opera- 
tion of a Burroughs Sensimatic ac- 
counting machine combines the several 
accounts receivable operations into a 
single machine posting. Other account- 
ing work that is now mechanized on 
this same machine includes accounts 
payable with distribution of expenses, 
and payroll. 

Once a sales contract is received in 
our office, it is forwarded to the traffic 
department for scheduling on the pro- 
gram log and daily work sheet. The 
contract is then returned to the ac- 





























CASH RECEIVED JOURNAL 





includes an original and carbon of daily bank deposit. 
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totals and proof. Cash received journal (bottom) 
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counting department. Here, an index 
card is prepared from the contract and 
includes the name of the agency, dura- 
tion and media to be used for the com- 
mercial or program, the date the com- 
mercial is scheduled for, the product, 
the duration of the contract and the 
sponsor’s name. The girl then com- 
putes the charge and notes this also on 
the card. The card is filed alphabetically 
by agency and the contract is filed 
separately. 

At the end of the day’s program- 
ming, the program log and daily work 
sheet is sent to the accounting depart- 
ment for billing. Index cards for the 


various commercial spots and programs 
are pulled to determine charges for the 
commercials. From these cards, posting 
sheets are prepared that carry the names 
of the accounts, time of day, length of 


commercial and columns for charges 
on national and local advertising. Ac- 
counts receivable ledgers and _state- 
ments are posted from the media sheet. 

In posting these accounts, the oper- 
ator inserts both the ledger and the 
four-copy statement into the machine, 
entering the date, the time of the pro- 
gram, its duration, indexes a work 
identification key to identify the classi- 
fication of the charge and then enters 
the amount of the charge. The machine 
prints this information on both ledger 
and statement, automatically comput- 
ing and printing new balances. A sales 
journal is prepared as a by-product of 
the accounts receivable posting. 

After completing the statement and 
ledger, the operator removes these 
forms and distributes charges on the 
distribution side of the combined sales 
and distribution journal. Here charges 
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are broken down for national, local, 
networks, film, production, talent and 
miscellaneous charges. Each line of 
posting is proved as it is made, so that 
we receive accurate detailed figures of 
each charge. 

At the end of the distribution run, 
machine accumulated totals are pro- 
vided on all columns plus a grand total 
of all charges. This figure is checked 
to agree with the totals of local and 
national charges from _ the posting 
media. 

By posting charges daily, every state- 
ment is kept current. At the end of the 
month, the office manager notarizes 
the statement in an affidavit provided 
on the bottom of the form. The origi- 
nal statement and one copy are mailed 
to the agency, the third copy is sub- 
mitted to management and the fourth 
retained by the office. 

As payment checks are received, the 
operator inserts both ledger and state- 
ment into the machine and posts :the 
credits. The machine again automati- 
cally computes and prints the new bal- 
ance to the account, and a cash re- 
ceived journal is prepared as a by- 
product of the cash received posting. 
Here, machine accumulated totals in- 
clude total credits and agency commis- 
sions. Also, as a further by-product of 
this posting, we gain a bank deposit 
slip in duplicate, listing each check and 
a total of all checks. 

Only a single charge is made month- 
ly to the networks. A weekly report of 
CBS and ABC charges are forwarded 
and then recapped at the end of the 
month to show total hours and charges 
for the month. 

A simplified system of handling our 


THe Orrice—August, 1957 





accounts payable has been developed. 
In this operation, we post invoices to 
the voucher section of a check voucher, 
gaining an invoice register simultane- 
ously. This posting includes the date, 
reference number, amount of invoice 
and total amount of invoices for the 
month is provided automatically. The 
machine operator then pulls the check 
voucher and distributes expenses to the 
appropriate expense ledgers. This dis- 
tribution is also made simultaneously 
to a distribution journal. 

When checks are written at the end 
of the month, we post the check por- 
tion of the check voucher and gain a 
check register as a by-product. The 
date, check number, amount of dis- 


count and net amount of the check is 
posted to gain machine accumulated 
totals on discounts and net amounts 
payable. Here again, all lines of post- 
ing are proved as they are made. 

Our payroll work is extremely fast. 
In a single machine operation, we pre- 
pare the check, stub, earnings record 
and payroll journal. Totals provided by 
the machine on the payroll journal in- 
clude regular pay, overtime pay, gross 
pay, taxes, insurance, all miscellane- 
ous deductions and net pay. Accumu- 
lated earnings to date on the earnings 
record make preparation of govern- 
ment reports little more than a listing 
job. 

All records in our accounting sys- 


tem are always current, accurate and 


detailed. The speed of our records 
preparation has proved economical and 
these up-to-date figures are an invalu- 
able aid to our management in apprais- 
ing today’s business and planning for 
tomorrow’s growth. 


Eunice R. Lincoln posting accounts receivable on the accounting machine that hand 
all of KSLA-TV’s record work. 
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Union Organizers Plan to 
Attract More Office Workers 


OR TOO MANY YEARS, say 

union organizers, the white collar 
worker has becn more concerned with 
the color of his collar than the size of 
his paycheck. Today, as the number of 
white collar workers has increased with 
our rapidly expanding society, there is 
a renewed effort by union organizers to 
increase the number of unionized cleri- 
cal workers. Actually, the white collar 
occupations became the biggest labor 
force in the nation last year. 


SIDNEY FELDMAN 


Time and again the unions have 
either thought about organizing white 
collar employees or sought to do so. 
Their past record shows results ranging 
from fair to piddling. But in the past 
two to three decades there has been a 
great strengthening of labor’s arm. The 
government generally paved the way 
with New Deal legislation which en- 
couraged and enabled the unions to live 
and organize. Our economy is expand- 
ing and our paperwork has increased 


babar ong WORKER HITS | ,000 JACKPOT 


mach MORE would you earn as a union member ? 


rs of the Office Employes’ Inter national Union 
earn an average of $1,000 a year more! 


enJoy HIGHER PAY-GREATER DIGNITY- ADDED BENEFITS 


AS A MEMBER OF THE OFFICE EMPLOYES’ INTERNATIONAL UNION 


Ren os» . LOCAL 153, OFFICE EMPLOYES’ INT’L UNION 
Jor full information (in confidence) W RT E* o¢5 west sath STREET, NEW YORK 11, N. Y. 


or CALL: OR 5°8585 


Vhis car card has appeared in New York subway trains. Another example of effective 


union literature is shown on the page opposite. 
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the need for white collar personnel. 
The merger of the American Federation 
of Labor and the Congress of Indus- 
trial Organizations has strengthened the 
union’s hand. 

Since a good percentage of blue 
collar laborers are organized, and since 
there is a growing number of white 
collar laborers (most of whom are not 
organized) it stands to reason that labor 
will move in to organize the unorgan- 
ized white collar workers. In effect, 
labor unions see this as an organization 
vacuum which they mean to fill—soon. 

In the past, there was the UOPWA 
(No. 16) which was often accused of 
radical leanings. Similarly, there were 
so-called “districts” of other unions 
which merely were catchalls, whereby 
office workers were incidentally organ- 
ized along with other totally different 
types of employees. None of these en- 


deavors became either too strong or too 
popular. Practically all have faltered 
and vanished. Some of these unions 
were absorbed by other unions. 


But last February, meeting in the 
palm-tree locale of Miami Beach, Fia., 
at the closing session of the mid-winter 
meeting of the executive council of the 
AF of L-CIO, members put their heads 
together and decided to butt for a 
united labor movement drive to or- 
ganize 13 million unorganized white 
collar workers. This was the first large- 
scale organization drive ever to be un- 
dertaken. The general approach was to 
assign 120 organizers to work with sev- 
eral international unions to break into 
the white collar field on a grand scale. 

Speaking for the drive is John W. 
Livingston, director of organization for 
the combined union forces. Response to 
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recent tests to sign up white collar 
workers in certain areas, he says, as- 
sured him of “greater receptivity to 
unionization” among such workers than 
ever before. Two chief unions are ac- 
tively organizing white collar workers: 
the Office Employees International 
Union, and the American Federation of 
State, County & Municipal Employees. 
Other unions are organizing insurance 
workers, and federal postal workers. 
Two affiliates of the federation are ac- 
tive in the retail field, and several 
smaller unions are in other white collar 
fields. 

At present, industrial unions in the 
mass production industries are moving 
along to bring a substantial number of 
office employees into the same union as 
hourly-rated workers. Of this, George 
Meany, top union executive, says the 
AF of L-CIO would cooperate impar- 
tially with all groups in organizing with- 
in their jurisdictional spheres. 

As office employees come into thei: 
own as the largest labor bloc, it is note- 
worthy to glimpse some of the occupa- 
tional wage differentials between the 
white and blue collar employees. Four 
years ago, based on stil] earlier data of 
1939, the Harvard Review of Eco- 
nomic Statistics discussed pay differ- 
ences between workers at desks and 
those at benches. Here are some of the 
findings: 

In 1939 white collar workers—not 
including professional, semi-profes- 
sional and managerial people — aver- 
aged 38% higher earnings than manual 
workers. Two factors contributed to the 
higher earnings of these employees: (1) 
on an hourly basis, white collar em- 
ployers worked 14% longer than 
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Don't be a TAIL on somebody else's KITE... 





Your EMPLOYER is the same In the GOOD (2) OLD DAYS 
the office force got more breaks than 
the men in the shop. Special benefits 
like paid vacations and sick leave were 
enjoyed only by those in the office. 


saie &, 
But the Unions Changed all that! 


As American industry turned out more 
and more goods, the men in the manual 
trades formed unions to get their fair 
share. The white collar workers stood 
still because they were slow to organize. 
Today the manual workers have caught 


teed in written union contracts. They 
now average $22 per week more than 


YOU KNOW YOUR NEEDS BEST 


If you let the manual! workers represent 
you at the bargaining table, they will 
keep the present differentials between 
your rates and theirs. You will never 
have the full value of your ability recog- 
nized in your pay envelope. 


The O.E1U. is a democratic union 
made up of thousands of your fellow 
office employes. You set your own dues 
locally. You don’t rubber stamp na- 
tional contracts. You elect those you 
want to represent you. You vote to 
ratify or reject your contract with your 
employer. When you join the O.E.LU. 


ON! 





office employes. Why? Just one reason 


You con do as well and better... 
But only with your own union. Y 


YOUR OWN UNION is the 


Office Employes International Union 


you join with 15 million other AFL-CIO 
me! Whether they are motion pic- 
ture stars or hod carriers, AFL-CIO 
members know that in dealing with the 
boss everyone needs his own union. 


Don't be the TAIL, to the manual workers’ 
KUTEL Cotch up and stay up with 
your own union. 


Office Employa Union 


ed 








The “kite”, referred to in this union folder, is the manual workers’ unions. 


manual workers; (2) there was a rela- 
tively higher concentration of Negroes, 
paid lower average earnings than 
whites, in the manual trades. 

There were other factors which 
tended to hold down the difference in 
paychecks. There were a larger propor- 
tion of women, with substantially lower 
earnings than men, in white collar jobs 
in 1939; and a higher concentration of 
younger and lower income groups in 
office occupations than in manual oc- 
cupations that year. Though these fac- 
tors are inconclusive, they indicate 
some of the circumstances with which 
unions and management have had to 
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contend. Further, there is a greater pool 
of white collar employees to be organ- 
ized in 1957 than there was in 1939. 
Why have the unions waited until 
now? Well, say union organizers, 20 
years ago white collar employees were 
not ready for unionization. “Clericals” 
had the advantage of earning about $26 
a week more than manual laborers back 
around 1939. Since the blue collar 
workers organized, they’re making 
more money. Now the white collar em- 
ployees earn about $22 a week less 
than blue collar workers—and that’s 
with fringe benefits, say union spokes- 
men. Moreover, unionization of blue 
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Average Weekly Earnings 


and Hours in Work Week New York 


HOURS PAY 


Chicago |Birmi 


HOURS PAY 


Clerks: 
Accounting: 


Office boys , 
Tabulating-machine operators .ee.eeseeee 


Women 


Billers, machine: 

Billing machine , 

Bookkeeping machine ceseeroerecrsees 
Bookkeeping-machine operators: 


64, ,00 
65.00 


71.50 
61,00 


65.00 
64, £0 


77.00 
64,50 


41,0 


40,0 
40.0 


76,50 
62,00 


64,50 
36,5 52,00 
36,5 63.50 
36.5 73. 
36,5 
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53.50 
65.50 |! 
73200 | 
Comptometer operators ., 65.50 , 
Duplicating-machine operators , 
(stencil and spirit) 
Key=punch operators .....se0eere008 wasks ! 
OfPice girls ....0.0- pccderecesovesacees 3 
Secretaries , i 
Stenographers, general .epcserseescevecs 
Stenographers, technical , ' 
Switchboard operators , i 
Switchboard qperetor-receptieniote evoee H 
Tabulating-~machine operators .eseeserees , 
Transcribing-machine operators, general 
Typists: I 
Class A i 
Class B ., I 


60.50 
67.00 
54,00 
83.00 
70,00 
78,00 
65.50 
66.50 
74%,00 
67.50 


40,0 
3920 
*0.0 
3905 
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00 
00 
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00 
00 
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Preliminary 1957 figures compiled by the Bureau of Labor Statistics, U. S. Dept. of Labor 





collar workers largel; brought about 
this reversal in paychecks. 

White collar workers were in the 
preferred status of getting sick leave, 
paid vacations and other benefits, say 
union people. Blue collar workers, they 
add, were not paid the lost time for ill- 


ness, no vacation pay, and endured 
similar disadvantages. So they organ- 
ized, rising with the growing tide of 
unionization around the time the CIO 
broke off from the AFofL and launched 


its successful campaign to organize blue 


collar workers. 
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Figures are average standard pay and average standard hours in a straight-time week 
(excluding overtime). Office pay was 3-5% higher than last year; plant pay rose more. 





Regarded another way: 20 to 25 
years ago it took three-to-five white 
collar workers to handle the paperwork 
for each 100 employees. Today it’s 
estimated that 12-to-15 white collar 
employees are needed to handle paper- 
work for each 100 blue collar workers. 
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Says one union leader, “Management 
considered the loyalty of white collar 
workers important back in those days. 
So it paid them more to keep them as 
loyal members of management.” Un- 
derlying this situation, the union man 
goes on, is the promise that manage- 


73 





ment holds out to white collar workers: 
“Some day you'll leave the file cabinet 
and typewriter and become a part of 
management. Money couldn’t compete 
with such a promise. Neither could 
unionization,” he sadly adds. 

Today the situation has changed. In 
the expansion which brought on ab- 
sentee ownership, not only does middle 
management merely run but not own 
the business but they also have lost the 
“personal touch” of knowing all their 
white collar employees. Not only has 
running the modern business office be- 
come more impersonal—but the work- 
ers have become more businesslike. 

One of the most alert, aggressive and 
businesslike unions in the field is the 
Office Employees International Union, 
with headquarters in a modern sky- 
scraper in New York’s 14th Street. 


Here, in simple and well-kept offices 


(where all “clericals” hold union cards) 
sits Howard Coughlin, president of the 
union which is chartered by the AFofL- 
CIO. In 1953 this union had 40,000 
members; this year its membership in- 
creased to about 60,000 which is still 
modest, but growing. It was about 6,000 
in 1951; the union was chartered in 
1945, 


Representatives of this union give the 
impression of being businesslike people. 
Unlike the earlier office employees’ 
union with radical leanings, the OEIU 
was the first organization of the AFofL- 
CIO whose officials signed non-Com- 
munist affidavits. The union’s people 
who handle union dues are all bonded; 
its books are audited by certified public 
accountants and results are published 
quarterly. “We’ve got nothing to hide,” 
says a union spokesman. 

A large outline map of the U.S. and 
Canada in the union’s headquarters has 
the heaviest concentration of pins in 
the east, some on the west coast, the 
midwest and Northeast Canada where 
the union has locals mainly with big 
paper-making companies. 

A comprehensive 62-page printed 
“Labour Agreement” written in English 
and in French for employees of the 
Canadian International Paper Co. of 
the Provinces of Quebec and Ontario, 
for example, is given to each member 
of the Office Employees International 
Union’s four locals. A brief listing of 
articles should indicate the scope of the 
agreement: general purpose of the 
agreement; recognition; union security; 
employment; promotions, transfers and 
layoffs; wages and salaries; vacations 
with pay; interruption of work; office 
rules; mutual interest boards; adjust- 
ment of complaints; terms of agree- 
ment; validity. In addition to a pre- 
amble, the contract has appendices: 
union recognition; confidential em- 
ployees (doing work of a confidential 
nature, in accounting, engineering, 
stenography, etc.); salary schedule, 
wage rate schedule, shift differentials, 
hospital, medical and surgical insur- 
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ance plans; vacation plan for salaried 
employees; and hourly-paid employees, 
and mill rules. 

The Office Employees International 
Union operates internationally, bridg- 
ing the U.S. and Canada, with a local 
in Miinich, Germany. It organized the 
United States into conferences, with 
some 25 of its own field workers (24 
male, 1 female) who work in conjunc- 
tion with 80 organizers from the 
AFofL-CIO and _ hold semi-annual 
meetings. 

In each conference, or area of oper- 
ation, an organizer works with em- 
ployees of any company within that 
area. Says one union organizer, “Our 
arguments are created by what the boss 
does. He gives us our issues and our 
ammunition.” Each campaign is con- 
ducted as an _ individual operation 
wherein the organizer seeks out the of- 
fice employees who believe they have 
the kind of grievances which the union 
says it can help rectify. 

Through car cards, leaflets, and word 
of mouth, the union makes itself known 
to potential members. By letter, phone, 
or personal visit, one or more office em- 
ployees may approach an organizer. 
The rest of the story is told by the 
Office Employes International Union in 
a 10-page booklet entitled “Organiza- 
tional Techniques and Procedures.” 


Among other subjects discussed, the 
union notes it seeks to organize sizable 
groups (of no fewer than 30 office em- 
ployees) because otherwise the time and 
expense are too costly for the results 
obtained. The union says “we have suc- 
cessfully organized (large groups where) 
we have a healthier bargaining relation- 
ship with the employer and a more ap- 
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preciative membership insofar as the 
union is concerned.” 

Further, the union says it is “far 
more successful in manufacturing and 
production industries where the manual 
workers are already organized and 
where the benefits of collective bargain- 
ing are apparent to the clerical workers 
employed by these companies.” The 
union finds it unwise to conduct cam- 
paigns or initiate the usual organization 
processes “unless we have some reason 
to believe that the white collar workers 
involved (desire) organization.” 

By working with individual office em- 
ployees, then by organizing commit- 
tees of other company employees, by 
meeting with or talking to potential of- 
fice employees for unionization during 
lunch hours, after hours, or during 
home visits — the union organizer 
strengthens his membership. 

Among other pointers, the union 
forewarns its workers: leaflets should be 
directed toward existing grievances 
within a company; leaflets should be 
worded affirmatively, without attacking 
the employer but accenting union bene- 
fits; above all “we must remember the 
goal—a signed contract”; in working 
with unorganized people, keep petty 





cash spending down to bare coffee and 
cake minimum—rather than spend lav- 
ishly—to indicate our seriousness. 

When the union organizers believe 
they have at least 30% of the eligible 
employees signed to enrollment cards, 
they can petition for an election under 
the National Labor Relations Board. 
Should the union win such an election, 
it becomes the officially recognized bar- 
gaining agent for the office employees. 
As the union notes, “Most unorganized 
clerical employees are not conversant 
with the law and many (believe) that 
unionism is illegal.” Here the union re- 
minds “clericals” that, despite other 
things in it with which they do not 
agree, the Taft-Hartley Act states it is 
designed to “foster and encourage col- 
lective bargaining.” 

A top official of the OEIU points to 
four primary reasons why office em- 
ployees are interested in joining unions: 
(1) desire for security; (2) aim for 
equality of opportunity (anti-nepotism 
and favoritism) and maintenance of hu- 
man dignity; (3) wages, and (4) general 
work conditions. A labor consultant, 
S. H. Hall, has been quoted as saying 
office employees feel close to and part 
of management and are generally un- 
enthusiastic about unions—unless man- 
agement estranges them. 

How, then, management? Last 
March, a month after the AFofL-CIO 
Executive Council met in Miami Beach, 
the National Assn. of Manufacturers 
held its 29th Institute on Industrial Re- 
lations, in Hollywood, Fla. One of the 
“bonus sessions” was called, “Problems 
of White Collar Personnel” wherein 


Samuel L. H. Burk, director of the 
NAM’s Industrial Relations Division, 
discussed the onslaught of office 
unionization. Other sessions discussed 
corollary problems: Employee Rela- 
tions in Transition—a Challenge and 
an Opportunity; Human Relations and . 
Employee Motivation; The New Collec- 
tive Bargaining Stance, and Facing an 
Organizing Drive. It is apparent that 
union action has brought a manage- 
ment reaction. 

It should be noted, too, that in April, 
1946, NAM recognized the situation 
and issued a report on “Management’s 
Responsibility to its White Collar Em- 
ployees.” Thus, 12 years ago, NAM 
said: “It is not to be expected that white 
collar workers will accept their relative 
loss in status, prestige, privileges and 
rate of pay without undergoing a 
change in attitude toward management. 

“Whether white collar workers be- 
come unionized is less important than 
the preservation and promotion of the 
close and friendly relationship that nor- 
mally exists between management and 
its white collar workers. 

“In order to preserve and promote 
that relationship and identification with 
management, management needs to 
take thought and action (on) areas af- 
fecting these employees: salaries, bene- 
fits, individual dignity, responsibilities, 
organization, recognition, orientation, 
training, training of office supervisors, 
information, and two-way communica- 
tion.” 

Continuing evaluation is the key to 
the entire situation, both labor and 
management representatives agree. 
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In business after business, 


BURROUGHS MICROFILMING. 
BRINGS THE BIG RESULTS 


TIGHTENS ACCOUNTS PAYABLE CONTROL 
FOR AUTOMOTIVE PARTS DISTRIBUTOR: 
‘‘Burroughs Microfilming helps give us cen- 
tralized control over accounts payable in 25 
branches and 9 warehouses through increased 
speed, accuracy, economy and protection.” 
Colyear Motor Sales Co., Los Angeles, Cal. 


HOW MANY 
WAYS CAN 

IT HELP 
YOU ? 


This we promise: Right this minute, there are 
more ways Burroughs-Bell & Howell DEPEND- 
ABLE microfilming equipment can _ benefit 
YOUR business, too, than you could possibly 
imagine. PROVED ways that range from sim- 
plifying or improving accounting procedures 
to reducing your record storage space. Talk 
with the specialist who can demonstrate these 
ways to you. He’s the Burroughs Systems 
Counselor, a man thoroughly at home with the 
management and operating needs of both 
small and large businesses of every kind. Call 
him at our local branch office. Burroughs 
Corporation, Detroit 32, Michigan. 





EASES HOSPITAL FILING PROBLEM: 
“Burroughs Microfilming solved our ever- 
increasing problem of storing medical records. 
We also utilize our Micro-Twin to micro-record 
accounts payable, accounts receivable, and 
payroll.”” Auburn Memorial Hospital, Auburn, 
New York. 
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SIMPLIFIES RECORD CONTROL FOR A BANK: 
“Our problem of adequate records of commer- 
cial and special accounts with single posting 
was solved by Burroughs Microfilming .. . 
cut film costs by over half.’” Romulus State 
Bank, Romulus, Michigan. 


For More Information Circle No. 233 


THE MODERN, LOW-COST 
MICROFILMING SYSTEM 


“Burroughs —Reg. TM, 








EXCELLENCE IN FINE 


This symbol of the Eastern Corporation is 
your guarantee of excellence. Backed by a 
proud heritage founded on generations of 
paper making—it signifies the excellence 
in quality of Atlantic and Manifest business 
papers. This has made Aflantic first in 
sales of all genuinely watermarked bonds... 
and Manifest the leader in economy bonds. 


PRODUCTS OF EASTERN CORPORATION. BANGOR, MAINE + MANUFACTURERS OF QUALITY PAPER 
MILLS AT BANGOR AND LINCOLN, MAINE - SALES OFFICES, NEW YORK, BOSTON, PHILADELPHIA, CHIC 


For More Information Circle No. 194 
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Arizona Produce Growers 
Build Their Offices 
In Small Home Shells 


Assembly line construction site of the Mobilhomes which several Arizona produce 


ALLEY OF THE SUN growers 
and shippers are using mobile, as- 
sembly-line constructed buildings for 
offices in Glendale, Ariz. Prime mover 
in this changeover was Gold Badge 
Farms, growers and shippers of vege- 
tables, cotton, cattle and feed crops. 
Owner of two large farm and ranch 
spreads, the company found that com- 
petition and the need for streamlining 
its shipping operations dictated the re- 
location of its offices from downtown 
Phoenix to a site miles closer to its 
ranching operations. 
A major consideration was the need 


> 
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growers have adapted for use as offices. 


MORRIS P. ROSEN 


to be closer to the vacuum cooling fa- 
cilities required for the shipment of 
one of its chief crops, lettuce. James 
Blaisdell, co-owner with his father in 
the Gold Badge firm, negotiated with 
the cooling plant for lease of space im- 
mediately adjacent to its cooling fa- 
cilities. This took care of the office site. 

Next, came the matter of the type of 
building to be constructed. The Blais- 
dells wanted permanent quarters, but 
this would have involved writing off 
their office investment as at least a par- 
tial loss if they found it expedient to 
move their headquarters. (In the very 
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The two-way radio, used by Gold Badge Farms to contact their trucks 
rests on a 29”-high shelf under which there is filing space. Reception area 
is on foreground side of the planter box. 


fluid type of operation peculiar to valley 
growers and shippers, this is quite pos- 
sible.) 

Searching for a type of construction 
that would assure them relative mobil- 
ity without resorting to an office-on- 
wheels arrangement, they explored sev- 
eral possibilities. One plan, which kept 
coming up repeatedly in their discus- 
sions, was utilizing a residential unit 
produced on the assembly line of a Jocal 
mobile home concern. This offered per- 
manent housing and movability. Out- 
side utilities could be disconnected, the 
building jacked up off its foundations 
and loaded on dollies for removal to a 
new site. All that would be required 
would be new foundations and hooking 
up the utilities again. 

The Blaisdells decided in favor of 
this type of construction. They con- 
tracted with the builders for the pro- 
duction of a shell of their largest stand- 
ard residential unit which measures 24 
by 48 ft. The rest, however, was cus- 
tom-built to Gold Badge specifications. 
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Their next step was to arrange with 
Walsh Bros., a Phoenix office equip- 
ment firm, for the layout and equip- 
ment of the interior according to Gold 
Badge’s office requirements. The Walsh 
Bros. representative, John C. Pfohl, 
consulted the builder about the maxi- 
mum and minimum building space 
available. He found that the unit was to 
be built on assembly-line tracks and 
would include complete plumbing, light- 
ing, heating and air-conditioning. Next, 
he interviewed Gold Badge Farms’ ex- 
ecutives, accountant, sales manager and 
secretarial staff to determine office 
needs, both spacewise and equipment 
wise. 

Gold Badge wanted a private bath 
and shower for the owners. Coming as 
they did directly from the growing 
fields, they had to wash up before as- 
suming their office duties. Bathing fa- 
cilities for the office force also had to 
be provided. A combination kitchen 
and snack room complete with stove, 
refrigerator and sink was necessary 
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from order 


to invoice... 


WRITTEN JUST ONCE 





From first step to final record, all the 
paperwork you require to process 

an order is reproduced from just 

one writing—with Ozalid. 


You start with an order filled out by your 
salesman or clerk. Ozalid copies, turned 
out in seconds, serve in order filling, 
shipping and billing. You end costly, 
repetitious handcopying and retyping . . 
eliminate copy errors and proofreading . . . 
get shipments and bills out sooner . . . 
improve customer service. 


Ozalid ends wasteful duplication 
of paperwork throughout your 
business. In every department, 
Ozalid replaces costly writing 

or typing with inexpensive 
Direct Copying. 


For the full story, call your local ' eee ns LN : 
Ozalid representative . . . or send ns ' —y ” 


coupon below for more information. 


OZALID” 


DIRECT _SYSTEMS 
Say 


A Division of General Aniline & Film Corporation. 
In Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, Dept. !-8. Johnson City, N. Y. i 


Please send more information on how Ozalid | 
| Direct Copying can help us with our: 


| C1 Order-tnvoicing C0 Purchasing (0 Accounting | 
| C1) Production Control C Receiving CJ Engineering | 
| Name. 


Position. 











| Firm 
Address. 
| City. State 
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Save up to 80% in type composition 
with the Friden Justowriter® 


a. 


REPRODUCER 


You can save by installing the Justowriter automatic tape-operated 
composing machine in your office. With the Justowriter it is no longer 
necessary to buy costly typewriter or hot metal composition. Any typist 
can set clean, sharp, justified (even margins) professional composition 
right in your office. Copy can be set directly on any duplicating master 
or reproduction proof paper. 


This means that you can save money on every printing job, large and 
small. You can set justified composition for all the applications listed 
and many more too. 


It’s as simple as this: One keyboarding on the Justowriter Recorder 
produces visible copy and a punched paper tape. The tape operates the 
Justowriter Reproducer to set sharp, justified, direct image plates or 
reproduction proofs....automatically at 100 words per minute. Fourteen 
different type styles are available in sizes from 8 to 14 point. Author’s 
alterations or changes can be made easily by duplicating the tape. 





Hundreds of companies are now saving upto 80% in composition costs 
with the Friden Justowriter. Write today for actual cost-saving facts. 


The above copy was set on the Justowriter 





Friden Calculating Machine Company, Inc. 
San Leandro, California 


Soles ond service throughout the world 
For More Information Circle No. 264 
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because of the distance from public din- 
ing facilities. 

To reduce costs and save space in the 
building, Mr. Pfohl suggested lining up 
the plumbing along a single wall. This 
eliminated unnecessary piping. Another 
factor was the need to house the two- 
way radio equipment used by the firm 
to maintain contact with field trucks 
and cars. This posed space and equip- 
ment planning problems. 

Offices were laid out with an eye to 
maximum space utilization. The execu- 
tive office, measuring 14 by 23 ft., is 
comparable to similar quarters in large 
buildings. The sales office (10 x 10 ft.) 
was located to the right of the entrance, 
with a large draped window permitting 
a view of the 13% by 14 ft. reception 
area. A similar window was recom- 
mended for the accountant’s 9 by 14 ft. 
office to allow constant supervision of 
the reception room, even during the 
lunch hour. 

To separate the reception area from 
the clerical quarters, a divider 40” high 


by 8” wide was suggested. Planters 
were placed on the divider to add 
warmth and beauty to the reception 
room. An 8 by 8 ft. storage room holds 
files and stationery. 

Dry wall construction was indicated 
on the plans, so movable partitions were 
ruled out. Pastels (tan, brown and 
beige) were specified for the interior. 
This helped simulate a restful atmos- 
phere in which to work. With the ex- 
ception of the executive office, all floors 
were to be in cork tile to create an im- 
pression of greater space, and for easy 
maintenance. A random pattern was 
effected by using the tiles as they came 
out of the box. Only the executive office 
was carpeted in a tweed pattern capable 
of hiding soil marks. 

Modular equipment was chosen for 
employees using adding machines, cal- 
culators and typewriters. No waste of 
space was conceivable, so two-drawer 
files were used underneath desks. Even 
though the width of the modular run- 
ner was but 1934”, this permitted ade- 


One end of Gold Badge Farms’ 14 x 23-ft. executive office which contains 
two similar groupings of office furniture for use by the Blaisdells, father 
and son. 
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Floorplan of the offices of Gold Badge Farms at Glendale, Ariz. 


quate room for both machines and the 
radio equipment. 

Two months after the initial query, 
the new Gold Badge office with its staff 
of eight was functioning smoothly at its 
new site in Glendale near the cooling 
plant. Even before its completion, the 


adaptability and mobility of the as- 
sembly line type of office installation 
was attracting the attention of other 
growers and shippers. Two others con- 
tracted for the construction, design and 
equipment of similar units, and are now 
ready to occupy them. 











“Just a moment, please, I'll see if he’s in.” 
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Departmental 
Duplicator 


Duplicating 


Department 


See following 
pages for news 
about the /atest 
developments in 

modern duplicating... 
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whatever your situation 


—a single machine or a battery of duplicators 


whatever the process 


—offset —Azograph®-spirit—mimeograph— photocopy 


—you will find the information 
about the new A. B. Dick 
equipment on the following 
pages interesting and important. 
Why? You can save time. For 
example, in offset duplicating 
make-ready has been minimized 
to a single setting. In systems 
duplicating, the Azograph proc- 
ess completely eliminates the 
stain, smear and smudge prob- 
lem. You can save money. For 
example, there are new low-cost 


mimeographs that guard against 
waste of supplies. You can now 
produce up to 20,000 copies 
with one inking. There is more 
convenience. For example, 
shielding from normal light is 
not required with the A. B. 
Dick photocopy duplicator. 

Departmental duplicator or 
duplicating department — what- 
ever your situation, check the 
information on the following 
pages. 


For More Information Circle No. 355 
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offset 


First, look at the quality of the copies produced on an 
A. B. Dick offset duplicator, Model 350. Fine lines 

are clean and clear. Solids are just that —solids 

in black or color. The shapes and shadings in 

half-tones are true to the originals. An impressive 
product photograph is reproduced as impressive product 
illustration on copy after copy. And there is no 
time-consuming make-ready. A single setting of the 
exclusive Aquamatic control automatically 

maintains ink-water balance for day-after-day production 
of highest quality copies. Here is the most economical 
way to get top grade reproductions of your 

literature, bulletins, direct mail, forms, catalogs, 

price lists and other material. 


Azograph-spirit—See next page Ss 
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DUPLICATING PRODUCTS 
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spirit-azograph 


Here is the ideal systems process. Azograph 
master preparation is done easily with a ball point 
pen, typewriter, teletypewriter, tabulating 

machine or other office equipment. Additions — 
deletions — corrections — whatever is done—there is no 
smudge, no smear, no stain. Azograph duplicating 

is clean. Azograph copies are a clear, bright blue. 
Azograph duplicating is easy. Azograph duplicating 
is low in cost. And — when desired — Azograph 
duplicators can be used for spirit duplicating to 
produce copies in 5 colors in one operation. Hand- 
operated and power-driven models available including 
system-engineered machines handling a wide 

range of paper and card stock in sizes from 3” x 4” to 
111%” x 14”. A. B. Dick Azograph and spirit 

master units can be made-to-order with your forms 
guide-printed or form printed on them. 


Mimeograph— See next page ow 


DUPLICATING PRODUCTS 
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New models at new low — repeat low — prices. Hand- 
operated and power-driven models — all with 

closed cylinders. Completely automatic ink 
distribution (no need for brushes) with choice of fluid 
or paste ink cylinder. One inking can produce up to 
20,000 copies without manipulation of dials or 

levers. Fluid ink cylinders for use with the new 
fast-drying inks that eliminate show-through and 
set-off even on hard finish papers. All-new feeding 
system handles unevenly cut paper and card stocks, 
ream ends and all. Operating instructions mounted 
permanently on the machine. New electronic 

stencils let you mimeograph complex illustrations 
and ruled forms —even remarkable facsimiles of 

half tones. And A. B. Dick mimeograph products are 
for use with all makes of suitable stencil 


duplicating products. 
Photocopy— See next page os 
; / \ B [) | : 
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photocopy 


Copies made with the A. B. Dick photocopy 
duplicator, Model 112, are jet black on bone white 
for easy reading, on firm, easily handled paper. 
Original can be white or colored stock, transparent 
or opaque, single sheet with subject on one or both 
sides, bound into book or magazine, flexible or 
stiff. And you don’t lose any part of the image 
whether it is red, blue, green or any other color. 
Shielding from normal light not required. 

A. B. Dick aluminum offset plate transfer plate can 
be made as quickly and easily as a single photocopy. 
This plate can then be placed on the offset 
duplicator and up to 2,000 copies made from it. 
This gives you photo-accurate copies without need 
for film negatives or expensive and time-consuming 
copying and proofreading. 


Which process for you? See next page... 


~ AB DICK 
DUPLICATING PRODUCTS 


“For More Information Circle No. 361 
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e*eeseeseeveeneeeeeeeeeeee? 


Tue OFFICE 


for a service 
no other organization 
can provide 


pe eeeee 


eeeeeeeeneeeeeveeeeeveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeneeeeneneee 


There is no need to argue for one process over 
another. Your A. B. Dick Company distributor will 
be glad to demonstrate the equipment and supplies 
for all. Since he has all four, he is your one 

source of unbiased information to help you select 

the process or processes that best fit your 
individual needs. No other organization can provide 
this service. You will find his name listed under 
Duplicating Machines in the classified section 

of your phone book. Or mail coupon below. 

A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. In Canada—A. B. Dick 
Company of Canada, Ltd., 29 Gurney Crescent, 
Toronto 10, Ontario. 


~ AB DICK 


DUPLICATING PRODUCTS 


eeeneeeneeeneteeeeeeeeeeeeeeeeeneeeeeeeeeeeeee 


A. B. DICK COMPANY 0-87 
5700 Touhy Avenue—Chicago 31, Illinois 


Send me more information about— 
[] mimeograph (_] Azograph-spirit 
[] offset [] photocopy (_] all processes 


NAME___ ween —- POSITION 


COMPANY 


ADDRESS 


Crry..... ‘ piiiecinnipaciincaitieaini aa Mean 
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How Mark Sensing Is Used for 
Machine Utilization Records 


FREDERICK C. ALLGEIER 
Suburban Propane Gas Corp., 
Whippany, N. J. 


NY OFFICE which has mark 
A sensing equipment can set up an 
efficient and useful system to obtain 
machine utilization time, job time and 
operator’s time. A standard mark sens- 
ing card may be obtained and, using 
local printing facilities, an overprint of 
columns can be made as shown in the 
illustration. 

In this particular instance, a series of 
15 categories of jobs are indicated on 
the card, so that the operator 
select a number at a glance. There are 
two columns to indicate the date of the 
month. two columns for 
operator's number and each is assigned 


can 


There are 


a number which he readily memorizes. 
[he “From” section has four positions 
and, in recording the time, we use a 


24-hour clock so that these positions 
would show a figure such as 13:46 for 
1:46 p.m. 

The next column is used where over- 
time is applicable and the 12-position 
is marked so that it will be picked up 
by the mark sensing machine and an X 
punched in the desired position. The 
“To” section is handled in the 
manner. 


Same 


The machine number is indicated by 
a single digit or, where more machines 
are in operation, a two-digit code is 
Each machine’s number should 
be labeled prominently on the machine 
itself. The “Job” is indicated in the last 
two positions. 


used. 


These cards are kept in a small box 


or tray on the machines, and require 
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A standard mark sensing card, overprinted with 15 types of tabulating machine jobs, 


is used to produce a machine-time record. 
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COST-FREE WAY 
TO IMPROVE YOUR 
DUPLICATING OPERATIONS! 


CHALLENGE PAPER DRILLING MACHINES 
PAY FOR THEMSELVES.... 


BY . . . providing tmportant economies 
in the production of holes for catalog sheets, 
price lists, sales bulletins and all loose leaf 
forms in your own shop—without the delay 
or inconvenience of sending this work to an 
outside source. 


You save the cost of jobbing your drilling 
work out... and the cost of tying up the 
services of an operator five to forty times 
longer than necessary on an old fashioned 
hand punch. 

These savings add up! Even if you drill 
only 1,000 sheets a day, a Challenge Drill 
can pay for itself in only 28 weeks. 

IN ADDITION .. . simple attachments in- 
crease the versatility of any Challenge 
Paper Drill, enabling you to handle a wide 
variety of cornering, slitting, slotting and 
indexing . . . These features plus many 
others and the fact you have 9 different 
models from which to choose—make Chal- 
lenge Drills the ‘most used” among print- 
ing and duplicating shops. 


= 
— od 


Available through lead- 

ing Duplicator and Print- 

ing Equipment Dealers §, @= 

Write for information gy "4 
to Dept. 0-8. 


® 
“Seen, 


\, 


a 


© 


HERE’S HOW SOON YOU'LL 
GET YOUR MONEY BACK! 


A Style J Challenge Paper Drill will pay for 
itself in... 


28 weeks if you drill 1,000 sheets a day. 
14 weeks if you drill 2,000 sheets a day. 
6 weeks if you drill 5,000 sheets a day. 





THE CHALLENGE MACHINERY COMPANY 


Grand Haven, Michigan 
For More Information Circle No. 215 
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little effort on the operator’s part to 
record his information as. he begins a 
job and closes out the card as he fin- 
ishes a job and places the card in the 
back of the tray. 

The cards are processed once a 
month through a mark sensing ma- 
chine. Where sufficient positions of 
mark sensing are unavailable, cards are 
run through twice. At the same time, 
they are ganged with the month and the 
year card to provide proper analysis 
later. The cards are next processed 
through a calculator to subtract the be- 
ginning time from the finishing time, 
after having converted both times to 
minutes. With this accomplished, the 
card provides a simple analysis of any 
of several categories. 

Obviously, the total job time is of in- 
terest. In some cases, the amount of 
time spent by any one machine on any 
type or types of jobs is desirable. The 
amount of machine time for each op- 
erator, as a percentage of the total time, 
indicates the usage of particular ma- 
chines and the number of jobs each 
operator can handle. The total time of 
any one machine, when compared to 
the total minutes available in a month, 


gives a fairly accurate picture of ma- 
chine usage. 

Costing jobs would be a relatively 
simple matter. This rather simple sys- 
tem, which can be adapted to individual 
requirements, has proved helpful in 
planning and organizing the machine 
department. It was found that operators 
have no trouble thinking in terms of the 
24-hour clock and, with some remind- 
ing in the early stages, soon learn to 
prepare a card as each job is started on 
a machine. 

When a job is very small, such as 
sorting, we do not insist on a card be- 
ing prepared. In some instances, more 
time would be required to fill out the 
card than would be needed to complete 
the job. However, in making projec- 
tions, we take into account that a small 
percentage should be added when study- 
ing utilization figures. 

When installing this system, inform 
employees of its purpose. Ask them for 
their own ideas on the subject and in- 
clude their suggestions whenever pos- 
sible. When employees realize that the 
purpose of the system is to maintain 
more effective machine usage, the suc- 
cess of the system is better assured. 


How du Pont Reports 
Withholding Taxes 


HEN MAKING earnings reports 
to the federal government, em- 


ployers are required to submit the 
original copy of every employee’s W-2 
Withholding Tax Statement, together 
with a list (preferably an adding ma- 
chine tape) of taxes withheld. In many 
cases the preparation of this adding 
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machine tape list is an extra job and, 
because of the transcription of duplicate 
data, it frequently can contain errors. 

E. I. du Pont de Nemours & Co., 
Wilmington, Dela., has developed a 
simple system which has proved very 
efficient in furnishing this information. 
R. J. Breimann of du Pont developed 
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AUTOMATION 
iS OUT OF 
THIS WORLD 


~ Monroe AUTOMATION is ‘down to earth” 


on the desks of... 


wont ER 


é che mad Lig 


Top American companies like these are ever 

on the alert to benefit from improved methods and equipment. 

Today in their offices Monroe Automation 

is setting new speed standards for figurework. The amazing new 

Monro-Matic® Duplex Calculator answers several problems simultaneously. 

It actually adds as it multiplies, adds as it divides, 

and by storing individual. answers, automatically eliminates a 

the time-consuming addition or subtraction of results when the [—} e 
final answer is needed. 4 | 
Figurework time M O N R O E 
has been measurably See the MAN from / 

reduced for hundreds OF als 
of companies, large and small. This can apply to your business. R 9 aneene 
Write or telephone Monroe Calculating Machine Company, Inc. 


ACCOUNTING 
General offices: Orange, New Jersey. Offices throughout the world. DATA PROCESSING MACHINES 


For More Information Circle No. 202 
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The Moore continuous, marginally punch- 
ed, tabulating form used by du Pont has 
a perforated strip at its right side. When 
removed, the strip becomes a tape listing 
of employee taxes withheld, and is sub- 
mitted with W-2 reports to the IRS. 
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the new procedure by making a change 
in the design of the tabulating form 
used. His system makes use of a con- 
tinuous marginal punched proof sheet 
manufactured especially for their use 
by Moore Business Forms, Inc. The 
form has a vertical perforation located 
exactly the width of an adding machine 
tape from its right edge. The form is 
14%” by 11”, continuous tabulating 
style, with a 244”-portion at the right 
perforated for removal as the tape. 

In preparing the report, punched 
cards are printed on the proof sheet for 
balancing purposes prior to printing the 
W-2 forms. The amount of taxes with- 
held is printed on both sides of the per- 
foration by split wiring of the machine’s 
control panel. After all corrections and 
charges have been made (on W-2 forms, 
the proof list and the tape) the right 
hand tape-portion of the form is de- 
tached and forwarded to the Internal 
Revenue Service with the W-2 forms. 
The new system has provided the fol- 
lowing advantages: 

The revised form (proof sheet and 
tape) is easily folded for stacking pur- 
poses at the cross perforations and 
held in register by the marginal punch 
holes. 

The adding machine tape, which had 
to be run simultaneously with the proof 
sheet, has been eliminated. Constant 
operator attention is not required to 
assure alignment of printing and to 
keep the adding machine tapes folded 
and attached to their respective proof 
sheets. 

Corrections and changes are facili- 
tated by keeping the tape attached to 
the proof listing until all the W-2 forms 
are balanced and ready for release. 
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: OS economy-wise people who know the value of uniformity 
in paper size are writing us for samples of Blue Ribbon Mill 
Cut Duplicator Papers. They embody the finest characteristics 

- of more expensive sheets, meet the most exacting requirements and 

are ideal for any assignments. Dri-fast Blue Ribbon Mill Cut 
papers are full bodied, even textured and smooth feeding, with 
an unusual opacity in the 20 lb. weights. Write us today, or better 
still, call your stationer, jobber or paper merchant. 


For More Information Circle No. 345 


“In 16, 20 & 24 Ib. substance — white. 
- In 20 tb, substance — Buff, Blue, Canary, 
0 i Goldenrod and Green. 
tn 6 ant 20 tb. veleeence = white ond 6 brilliant Develop ed 
colors — Buff, ive, Canary, Pink, Goldenrod and Green. by the makers 


oe “ot 16. and 20 tb. substance — white, 
tn 820 bs, sobsonce — Blue, Canary, Green, Pink, Buff. of famous 


Nite only in 16 and 20 Ib, substance, Triad Papers. 





The new ROYAL does 


Exclusive features include Twin-Pak, the clean and 


Never before has a standard office 
typewriter offered such brilliant typ- 
ing speed and convenience... with 
such brilliant-looking results. 

New Twin-Pak even makes ribbon 
changing a “cinch.” You do it in 
seconds and never touch the ribbon. 
So no more smudgy fingers. 

And Royal’s new “brilliant action” 
is light as a whisper... fleet as a 
breeze. Keys have a faster, more com- 
fortable “‘feel’’ because the touch is 
lighter, tailored to the length and 
strength of a girl’s fingers. 
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more work and better work—Taster! 


easy ribbon changer that takes the dirty work out of office typing 


And try that new carriage return 
... but lightly! See how it whips back 
at the lightest touch, 


Fact is, everything’s easier on this 
brilliant new Royal Typewriter. 
Paper always goes in straight and 
square. Won’t slip when a girl flips 
the paper release. There’s an Easy 
Out Cylinder... quieter action, 

A famous color stylist created those 
lovely Royal-tone hues to banish eye 
glare, brighten up typing. In Cameo 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


Pink, Sea Blue, Willow Green, Sand- 
stone or Pearl Gray. 


Interested? 

Discover how this brilliant new 
Royal will improve your typing pro- 
duction. And a girl’s morale. Call 
your Royal Representative for a free 
office trial. 


QYAL standard 
SYA typewriter 





& 


3 


? 
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PAPERS 


Better papers are made 


with Cotton Fiber 


GIVE YOUR LETTERHEAD A LIFT 


with WESTON cotton riser BOND 


You can see the difference, feel the dif- 
ference . . . even hear the difference when 
you compare WESTON BOND with 
letterhead papers that lack cotton fiber 
quality. Cotton fiber adds character and 
impressiveness that stand out at a cost you 
hardly notice. 


See for yourself the difference cotton 
fiber quality can make in your letterhead 


Vakers of 


and business forms. Ask your printer to 
use WESTON BOND for your next lot 
of letterheads. He has it in white, colors, 
white opaque, white litho finish and 
matching envelopes .. . 


Or write for a sample book and make 
your own comparison. Address Dept. OF. 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Papers for Business Records Since 1863 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 


For More Information Circle No. 296 
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RIGHT 








ROUNDUP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


When There’s Rough Horseplay Between Male and 
Female Employees, Who Gets Fired? 


What Happened: 

Roy Olson was a “card.” He liked to 
fool around and tease people. His spe- 
cialty was teasing the female employees 
in the duplicating department. His 
supervisor talked to him a few times but 
never took any other action. 

One day Olson picked up an empty 
spool and “playfully” tossed it at Mary 
Wellus. It hit her in the thigh. She 
wheeled around, grabbed the spool up 
off the floor, wound up like a pitcher 
and heaved it back at Olson. The toss 
narrowly missed the head of another 
employee. The supervisor felt he’d had 
enough of this sort of nonsense, and 
fired both employees. 

Olson took his medicine without 
complaint, but Mary filed a grievance. 
She argued: 

1. I didn’t start the horseplay, so I 
shouldn’t get the same penalty as Olson. 

2. I got no warning. Supervision 
knew that horseplay was going on and 
never did anything about it. 

The company backed its supervisor. 
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It maintained that: 

1. Mary’s action 
another employee. 

2. She should not have reacted in 
kind, but should have told her super- 
visor about Olson’s childish behavior. 

3. She knew that horseplay was a 
serious offense. It is in the company 
rule book. 


Was Mary: RIGHT (] WRONG [) 


WHAT ARBITRATOR HAROLD C. 
HAVIGHURST RULED: “Roy Olson, 
from the time he was hired, had en- 
gaged in a vicious form of teasing di- 
rected toward all female employees 
who worked in his vicinity; he had sub- 


almost injured 





jected Mrs. Wellus to repeated annoy- 
ances; supervisory employees had 
known of this situation at least to some 
extent, and they had done nothing about 
it. These facts place a measure of 
responsibility upon the company for the 


incident, which we believe it is proper 
to take into account in connection with 
the question of justification for the dis- 
charge. Mary Wellus should be rein- 
stated without loss of seniority and 
with back pay.” 


When an Employee’s Work Has Improved, 


Can Management Delay His Merit Increase? 


What Happened: 

There was a merit increase plan for 
salaried clerical employees at a large 
industrial plant. Under the plan, two 
automatic raises were given to the em- 
ployee within the first year. After that, 
progress to the top rate range depended 
strictly on merit. Provided that its 
judgment was not “arbitrary or capri- 
cious,” management made the decision 
about an employee’s merit. 

Bill Rosser felt that he was not get- 
ting a fair shake because he had re- 
ceived no merit increases, so he filed a 
grievance. While the grievance was 
pending, his work improved in a great 
degree, and after about 16 months he 
was raised to the top of his range. 

But this did not settle the matter. 
Rosser felt he should have received the 
increase much earlier. It was admitted 
by both sides that the improvement in 
his work had developed about nine 
months before he got the raise. 


Was the Employee: 
RIGHT () WRONG (1) 


WHAT ARBITRATOR RALPH T. 
SEWARD RULED: “The _ evidence 
does not convince the Arbitrator that 
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the denial of Rosser’s initial request 
for an increase was the result of a 
‘freeze’ on merit increases instituted by 
management, or that it was motivated 
by reasons other than  supervisor’s 
opinion that he did not then deserve to 
be raised to the top of the range. 
From the evidence presented, the 
Arbitrator believes that the opinion was 
reasonable and that there was no con- 
tract violation to Rosser at that time. 
On the other hand, the Arbitrator can- 
not uphold management’s delaying the 
increase as long as it did. Management 
concedes that Rosser’s performance im- 
proved sharply nine months before his 
raise was granted, and continued at the 
improved level thereafter. Though the 
company was entitled to wait a reason- 
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—the electronic brain 


---gives wings to 
dictating-transcribing 


It’s new—and something you must not miss— 
Stenocord “D;’ the dictator-transcriber like an 
“electronic brain?’ From wherever you sit, the 
microphone masterminds the machine for you by 
“remote control”— gives you start-stop dictation and 
measured backspacing for pinpointing playback. 
No need to touch the machine itself. Red or green 
light on “mike” tells you instantly when in 

dictation or playback. Operates perfectly with 
either hand—and records your conferences. 
Telephone adapter available. 


Senocord’"D” $ 
Magnetic Combination 
Dictator-Transcriber 
Fully guaranteed. _ 





New Stenocord “D” — one machine does beth dictating-transcribing. New magnetic belt of the Stenocord “D” assures finest sound repro- 
Secretaries appreciate its light weight—only 9 pounds. Complete duction. Plays back with no surface noise or needle scratch. Cor- 
service and parts available through Stenocord dealers. rectable, mailable, re-usable over and over. See, hear Stenocord “D”. 


PACIFIC INSTRUMENTS CORPORATION 
Dept. D, 7046 Hollywood Blvd., Los si so gg 
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able time to make sure that the im- 
provement would be lasting, the Arbi- 
trator cannot hold that a nine-month 


delay was reasonable or justified. Rosser 
shall be paid for the salary lost for six 
months.” 


Can an Employee Be Discharged 


For Being Nasty to a Customer? 


What happened: 

John Salters’ job was to service the 
company’s products. One night while 
he was on duty, a customer called up 
and asked him to come right over and 
fix one of the machines which had re- 
cently been purchased. John said he 
couldn't make it right away as he was 
alone and had to wait for somebody to 
“cover” the phone. 

The customer reminded John that 
the contract called for quick service. 
John said he didn’t care what the con- 
tract said—he would come over when 
he had time. And then be hung up. The 
customer complained about the lack of 
courtesy and John was fired. He put in 
this grievance: 

1. Sure I was “fresh” but only after 
the customer got “tough” over the 
phone. 

2. This is a 
shouldn’t get fired. 

Management said that customers are 
the “bread and butter” of the business, 
and they couldn’t afford to give second 
chances. Also, an employee has no 
right to “talk back” to customers. 


first offense, so I 


Was the Company: 
RIGHT () WRONG [ 


WHAT ARBITRATOR MARTIN J. 
O’CONNELL RULED: “There is a 
responsibility on every employee, not 
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only to faithfully perform all duties as- 
signed to him, but also to render such 
services as will contribute to future 
business for his employer—so neces- 
sary in these competitive times. This 
also will bring greater job security to 
the employee and his fellow workers. 
“If the work or attitude or remarks of 
an employee results in decreasing busi- 
ness for his employer, it may not only 
affect the success of the company but 
may seriously jeopardize his own posi- 
tion. Most employees are conscious of 
these facts and strive to be “good-will” 
salesmen in a praiseworthy effort to en- 
hance their advancement and the con- 
tinued growth of the concern which em- 
ploys them. I find that, nothwithstand- 
ing Mr. Salters’ denials, he made the 
remarks attributed to him, that they did 
offend a customer, that he did not at- 
tempt to assist a customer in distress, 
and that the continued employment of 
Mr. Salters might result in loss of busi- 
ness. Discharge was for just cause.” 
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~to faster, easter, cleaner stencil cutting 


NEW SURE-RITE ALL-PURPOSE BROWN FILM STENCIL 


AT LAST — The one stencil that meets all of your demands...the one stencil that really lives up 
#0 the definition of an ALL PURPOSE STENCIL! 

The new Sure-Rite Brown Stencil incorporates the qualities of toughness and softness and 
ebsolute freedom from static. 

Use this amazing new stencil for water or oil base inks and emulsion type inks, for a regular 
stencil or a mechanical negative. Ideal for stylus work, it is soft and will reproduce the most 
delicate lines, and it is tough so that it will not tear under the hardest pressure. It will stand long 
runs or repeated runs, It is made in all machine sizes and for all standard American and foreign 
machine models. 

Truthfully, the new Sure-Rite Brown Film Stencil is the one ALL PURPOSE you can buy without 
sacrificing one of the qualities you need for faster, easier, cleaner stencil cutting — for longer, 
shorper runs. 

Write for a FREE SAMPLE, today! 


American Stencil Mfg. Co. 


2714 Walnut Street rs) Denver, Colorado 


IN THE MID-WEST, CALL YOUR LOCAL PANAMA-BEAVER MAN—ALWAYS A LIVE-WIRE. 
IN THE EAST, CALL TRU-RITE, INC., 110 LAFAYETTE ST., NEW YORK, NEW YORK. 
For More Information Circle No. 227 
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THE 


that set NEW 


standards of comparison... 


Does the offset duplicator you are considering buying have these 
features? 


Timken Tapered Roller Bearings on all cylinders 

Ball Bearing mounted Ink Form Rollers 

Oversize Dampener Ductor—for “clean-to-edge” copies 
Gear-driven built-in Dampener Oscillator Roller 

Two Ink Oscillator Rollers 

Single Control Lever for Dampener and Ink Form Rollers 


Ink Unit (fountain and all rollers) removable for quick color change (less than 
2 minutes) 


Two suction foot automatic paper feeder with tilting paper platform and flip-up 
side and back guides; positive, mechanical double sheet eliminator, single pull-out 
roller, and center air blower 


Two paper feed controls—at feeder and at receiving tray 


Pantagraph Feedboard—with single control to position side joggers, static-free ball 
guides and tapes 


Vernier adjustment for gripper bite—adjustable from 44; to ¥% inch 

Automatic Plate to Blanket Impression—with manual control selective 
Compensating or Locked Impression (to paper) selective by turn of knob 

Seven pin tumbler grippers and transfer cylinder to deliver paper to receiving tray 
Built-in Electric Static Eliminator 

Adjustable height jogger receiving tray 

Fluorescent light over receiving tray 

Chrome plated Plate and Impression Cylinders—Nickel plated Blanket Cylinder 
Interchangeable snap-on plate clamps for all types of plates 


All operator controls on operator side of duplicator—all move to right to start or 
increase, to left to stop or decrease 


No tools needed for normal operator adjustments 


These features mean operator convenience, quality work, lower production costs. 
All are standard equipment on the Photostat Whitin Masterlith. 


PHOTOSTAT IS THE TRADE MARK OF PHOTOSTAT CORPORATION 


106 


Tue Orrice—August, 1957 





asterlith 
OFFSET 
DUPLICATOR 


Change entire inking 
unit in two minutes 


Price: Completely 
equipped as illustrated, 
$3,150 f.0.b. factory. 
(Prices and specifications 
subject to change 
without notice) 


Write for illustrated brochure 


BOX 1970 TO, ROCHESTER 3, N.Y. 

or call any of our service offices for a demonstration 
Atlanta, Ga. ©* Austin, Tex. © Boston, Mass. ° Buffalo, N.Y. °* Chicago, Ill. 
Cincinnati, Ohio °¢ Dallas, Tex. e Dayton, Ohio ° Detroit, Mich. e Elmira, N. Y. 
Gorham, Maine °® Hartford, Conn. * Houston, Tex. * los Angeles, Cal. * Louisville, Ky. 
New York, N. Y. © Philadelphia, Fenn. ° Pittsburgh, Penn. ° Providence, R. |. 
Rochester, N. Y. ° Sacramento, Cal. e Salt Lake City, Utah ° San Diego, Cal. 
San Francisco, Cal. e St. Paul, Minn. ° Seattle, Wash. ° Washington, D. C. 


Distributed in Canada by 


GESTETNER (CANADA) LIMITED 
117 King St. West, Toronto 
For More Information Circle No. 362 
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Let’s Teach 


Business Students 


How to Dress 
For Work 


MELVIN C. JACK 


Head of the Commercial Department, 


North Quincy (Mass.) High School 


Some parents condone sloppy dress 
because they believe it’s econom- 


ical. 
careless thinking 


But careless dress reflects 
and 


careless 


work, neither of which are desir- 


able to employers. 


HE OFFICE MANAGER of a 

large concern with a principal of- 
fice in Boston was explosive with dis- 
gust at the fact that a young man 
dressed in blue jeans, an open necked 
shirt and wearing brass studded boots 
so popular with “leather jacket boys”, 
entered his office seeking an office 
job. His remarks were, to say the least, 
caustic, and reached beyond the in- 
dividual case at hand to include the 
type of dress sported by the female of 
the species when she ventures forth in 
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H. Armstrong Roberts 


search of a job—and to many of them 
after they are employed, too. 

The above does not by any means 
represent an isolated problem. Unfor- 
tunately, it is very much a general one 
insofar as our area is concerned. Where 
does the trouble lie? It is an easy way 
out for both the commercial depart- 
ments of the schools and the business- 
men to simply sit back and blame each 
other, but that won’t solve a thing. 

Looking at this problem at the high 
school level and, after all, the bulk of 
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Economy and quality- 
you can have both ! 


This free 
sample kit of 
Mead Movstrite 
Business Papers 
shows how 





See for yourself how Mead combines minimum cost with quality 
performance. This free kit contains samples of Mead Moistrite 
Business Papers in use for virtually all everyday business needs. 
Whether it’s Bond, Mimeo Bond, Duplicator or Ledger paper, 
each paper in the low-cost Moistrite line has been developed 
especially to better meet the particular requirements for its own 
end use. And Moistrite papers always come to you sealed 

in Mead’s green inner- wrap, moisture-proof packages. 

Look for this famous package when ordering your business 
papers. And for your free Mead Moistrite sample kit, ask your 
paper merchant salesman or write: The Mead Corporation, 
Advertising Dept. O-103, Dayton 2, Ohio. 


Sales Offices: Mead Papers, Inc., 118 West First 
Street, Dayton 2, Ohio «+ New York + Chicago + 
Boston + Philadelphia + Atlanta 


For More Information Circle No, 
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A 


Students liked the idea of dressing up for class at North Quincy High School’s “Dress 
for Business Day,” and many continued to dress well for school every day. 


Armstrong Roberts 


your office workers are the product of 
our high school commercial depart- 
ments, we found ourselves pretty much 
dissatisfied with what we saw. We have 
watched the trend in dress gradually 
become worse. Even those who advo- 
cate comfort and informality agree 
that both have been carried far beyond 
the realm of good taste. Actually, in 
many cases, the term slovenly most ade- 
quate describes the appearance of the 
high school pupils. Unfortunately the 
last decade or so has produced a group 
of so-called educational liberals who 
have dominated the whole educational 
picture and who have done more to- 
wards breaking down standards of 
achievement and the necessity of facing 
reality, the measurement of success in 
terms of achievement, than any other 
group in the history of education. 
These people have been sloppy thinkers 
and have, both at the college level and 
the high school level, set a standard 
of thinking and dress that has proved 
detrimental to the student. These 
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pronto 


STORAGE FILES 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY—No more need of fussing 
and fuming. With Pronto files you can get at all records 
just as easily as in your regular active files. 

STURDY CONSTRUCTION—Prontos are built of 275-lb. test 
corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


BEAUTIFUL APPEARANCE—Pronto files are beautiful in appear- 
ance, finished in an attractive olive green to match your 
regular active office files. 


SAVE FLOOR SPACE—Constructed to interlock into solid units. 
Stack as high as the ceiling—save valuable floor space. 


Letter Size 


$455 


Check Size $950 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO, WEST OF THE ROCKIES AND OUTSIDE OF U.S.A. 
For More Information Circle No. 238 


PRONTO FILE CORPORATION 
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Because Facit gets results— 
quickly and easily. Solves any 
problem single-handed, with 

the ten fastest keys to calculating 
ease. The fully automatic Facit 
—multiplies, divides, adds, 
subtracts—and does it all 

with the five fingers of one 
nimble hand. Aye—an eye 

for figures is an aye for Facit! 


FACIT INC. 404 FOURTH AVE., N.Y. C. 16, OR 235 MONTGOMERY ST., SAN FRANCISCO 


SOLD AND SERVICED IN MORE THAN 100 COUNTRIES . INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 
For More Information Circle No. 351 
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it figures... 


Positively —the fastest and surest 
result when you’re figure conscious. 
Odhner was the first adding 
machine to make figuring easy with 
automatic multiplication. Now 
another Odhner first is the 
exclusive, time-saving Automatic 
Short-Cut—never more than five 
prints for any figure. Be confident, 
count on Odhner—it figures! 


ODHNER —Manwal and Electric Adding Machines 


FACIT INC, 404 Fourth Avenue, N.Y.C. 16, or 235 Montgomery St., San Francisco 


SOLD AND SERVICED IN MORE THAN 100 COUNTRIES + INTERNATIONAL EXPORT OFFICES: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 
For More Information Circle No. 352 
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people have played down the competi- 
tive spirit, ignored the more brilliant 
pupils, and rewarded the dullard—all 
to the end of making mediocrity the 
goal, both intellectually and in the mat- 
ter of personal appearance. 

Add to this the fact that during the 
war years business was faced with hav- 
ing to put up with many things that 
under normal conditions would not 
have been tolerated in the office, purely 
for the sake of securing the services of 
someone to fill a position in the staff. 
These people added their part to giving 
sloppy dress an impetus. 

We at the North Quincy High School 
did not like the situation, and decided 
to see what could be done towards cor- 
recting it. A sampling of pupils in our 
commercial department indicated an in- 
terest in a “Dress for Business Day”— 
a title we retained, even though we 
scheduled the affair for a two-day pe- 
riod. 

It occurred to us that this might be 
an excellent chance to discover if the 
local businessman (Metropolitan Bos- 


ton Area) was interested in the school’s 
activity towards the end of improving 
the dress of the pupils who were to be 
his future employees. We extended in- 
vitations to 70 businesses, city officials 
and members of the school board. 
Frankly we expected to receive a rather 
stereotyped “Thank you” note from 
about 10% of those to whom we sent 
invitations and we were very pleasantly 
surprised to have 94% of the business 
concerns acknowledge our invitations 
with favorable comments on the basic 
idea, and 73% of this group sent one 
or two (in two instances, three) repre- 
sentatives to visit us on one of our 
“Dress for Business Day” days. 

Our pleasure at this high percentage 
of response was equalled by our sur- 
prise at the acceptance of our invita- 
tions by local business. In extending our 
invitation we stressed the fact that we 
would not be putting on any kind of 
a special program, but would be run- 


ning regular classes in their normal 


(except for the pupils’ dress) everyday 


sf ruecd 
ntinuea 


on page 172) 


Improvement in 
dress developed 
improvement in 
work of commer- 
cial students at 
North Quincy High 
School. 
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MEET | 2) 
HAPPY FANNY! (2 


“?’'m Happy Fanny—the “BEVCO” girl. 


They used to call me Sad Frances, but LLY 


kA. 
since ve had my “BEVCO” posture Gah ee 


NG Ue 
chair everyone calls me ‘SHAPPY eof 


le 


FANNY”’. 


A proven guaranteed product, this modern 
tubular steel furniture is webbed with Saran—a 
tough, wear-proof plastic fiber, woven to permit 
circulation of air for ventilation. Its permanent 
sag-proof resilience conforms to body contours 
and gives cushioned support without springs or 
padding. 


ASK 
YOUR 
DEALER 
FOR MORE 
INFORMATION 
OR MAIL 
THIS COUPON 


PRECISION MFG. CO. 
831 CHICAGO AVE., EVANSTON, ILL. 


Please send me more information on 
ventilated furniture 


fo ~ NAME 
J Office Swivel Chairs COMPANY 
Institutional and ADDRESS 
Office Straight Chairs 
Reception Room Furniture 
Costumers—Wall and Floor Models 





PUNCHED TAPE TYPEWRITER 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces the Remington Rand 
electronic punched tape typewriter which 
automatically creates and reads paper tape 
that activates other equipment and wire 
communications systems. When used as 
an ordinary electric typewriter in prepar- 
ing source documents, it automatically 
translates everything or selected data into 
a punched tape for subsequent automatic 


processing. When fed punched tape pre- 
pared by it or other machines, it auto- 
matically reads and types out the informa- 
tion at 120 words a minute. The machine 
can be adapted to various data processing 
programs with building-block flexibility 
because it is available in three basic 
models: tape punching unit, tape reading 
unit, and a unit that does both. Equip- 
ment can be arranged to suit specific 
needs. The typewriter unifies remote work 
stations, speeds input and output to and 
from a centralized processing system, and 
brings automation to the level of basic 
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source paperwork. One machine with punch 
and read units might carry the full load of 
common language data processing in the 
small office. In the medium size firm, a 
number of units can handle higher volume. 
Tapes punched automatically can be con- 
verted to punched cards for automatic tab- 
ulation of records, reports and statistics, 
either on the premises or at a service bu- 
reau. Large firms can establish continuous 
inter-office automation from the initial en- 
try to tabulating or electronic data proces- 
sing machines by punched card or magnetic 
tape converters. At any stage of the pro- 
cedures, data can be automatically wire- 
transmitted for interoffice operational o1 
data processing communication. Applica- 
tions for the equipment in all types of 
business include purchase order writing, 
accounts payable (automatic check writ- 
ing), salary and factory payrolls, produc- 
tion orders, quality control and parts in- 
spection, account records, insurance dec- 
larations (in casualty and fire companies), 
transportation freight billing and waybill- 
ing, securities stock transfers, personnel 
records, and voters’ registration in county 
government offices. No larger than an 
ordinary Remington Electric Typewriter, 
the machine is simple to operate. Opera- 
tor presses one button to punch a stop 
code so that, when tape is read, reading 
unit will automatically stop to permit 
manual insertion of variable data. When 
she types a letter followed by a figure, 
machine automatically switches from al- 
phabetical to numeric code-holes in pre- 
paring 5-channel tape. This eliminates 
non-productive motions and removes the 
burden of reliance on the operator. The 
electronic punched tape typewriter is one 
of a projected series of Remington Rand 
common language machines. For More 
Information Circle No. 141. 
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OFFICE PRINTING PRESS 


Hobson Miller Machinery Corp., 280 
Lafayette St., New York 12, N. Y., an- 
nounces the Hobson Rotary Press for eco- 
nomically printing envelopes and imprint- 
ing brochures, folders, tabulating cards, 
etc. It can run any size standard and com- 
mercial envelope and stock sizes from 
342" x 5%" to 6%” x 12” including fold- 
ers, tabulating cards, index and other card 
stock, booklets (completely bound), at 
speeds from 20,000 to 25,000 per hour. 


The patented disc feed handles thicknesses 


from .004 to .030 without any other 
change but feed size. Instant size changes 
made with one knob control at rear of 
feed. This knob moves all side guides, 
gripper, suction heads, etc. Make-ready 
time is practically eliminated. No packing 
required under material being printed. All 
plate pressures and ink control operated 
by two adjustment knobs on top of press, 
within easy reach of operator. Stock is 
controlled by gripper from feed to deliv- 
ery. Gripper requires only two %4"-square 
areas and printing can be done between 
grippers. Three-impression segments on 
one cylinder. No make-ready required on 
impression segments, all make-ready is 
done on plate cylinder. Bleed jobs can be 
run without using oversize stock. Press 
requires only one operator. Feed and de- 
livery are on same side. Feed capacity, 
26”; delivery capacity 60”. Press width 
40”, press length (including delivery con- 
veyor) 7'4”, printing height 41”, overall 
height 50”. Splash-proof flexographic ink 
fountain, %2-gal. ink reservoir. Explosion- 
proof ink circulating pump. Fast wash-up, 
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minimum time required for ink or color 
changes. Color matches can be made as 
easy as mixing watercolors. Safety con- 
trols eliminate possibility of crushed or 
bulk sheets entering press. Press equipped 
with electric brake and clutch for dead 
stop with no override. All moving parts 
are standard equipment. Numbering ma- 
chine attachments, oil ink fountain and 
other accessories are available. For More 
Information Circle No. 119. 


PRINTING CALCULATOR 

Olivetti Corp. of America, 580 Fifth 
Ave., New York 36, N. Y., announces the 
Divisumma 24, high-speed automatic cal- 
culator with fast rotary printing, an auto- 
matic constant and a memory. It per- 
forms automatically and swiftly, multipli- 
cation, division, addition and subtraction, 
and can handle them in combined opera- 
tions without requiring the re-entry of 
intermediate figures. Other specific fea- 
tures of the Divisumma 24 include the 
automatic constant which requires no 
locking in or clearing out; fully auto- 


matic short-cut multiplication (positive 
and negative), automatic totals or sub- 
totals, automatic product accumulation; 
automatic division without positioning; 
and automatic credit balance. Essential 
factors only are printed on the tape, hori- 
zontally and in natural sequence. The 
memory will store the answer to any cal- 
culation for use in subsequent calcula- 
tions. Capacity of the Divisumma 24 is 
12 columns listing and 13 columns total. 
An operator can easily learn to use the 
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machine which has a single 10-key key- 
board for all entries and simple, all elec- 
tric control keys. Priced at $675. For More 
Information Circle No. 128. 


STENCIL DUPLICATORS 


A. B. Dick Co., Dept. O-87, 5700 
Touhy Ave., Chicago 31, IIl., introduces a 
complete new line of mimeographs featur- 
ing a new paper feed that easily handles 
unevenly cut or stacked paper down to 
the last sheet. New engineering develop- 
ments have enabled the company to price 
new models as much as 40% under pre- 
viously available equipment. The feed 


system allows reloading while machine is 


running. Ream ends, previously printed 
Or mimeographed copies, heavy cards or 
extra light paper, feed as perfectly as 20- 
lb. paper. The paper feed can be adjusted 
in seconds when the operator runs post 
cards or varied sizes of paper. All new 
A. B. Dick machines are available with 
either paste or fluid ink cylinders. All 
cylinders are closed and re-inking is sim- 
ple. Fast drying fluid ink usually is the 
choice of the volume user, the company 
stated. Paste ink frequently is _pre- 
ferred by the occasional user because of 
its ease of handling. One inking of the 
paste cylinder is good for 20,000 or more 
average copies without the operator touch- 
ing a lever or dial. The deluxe electric 
Model 438 and hand Model 433 accom- 
modate a full ream of paper and have a 
clock-type counter that rings a bell and 
shuts off the feed when run is completed. 
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The electric model has a variable speed 
from 90 to 180 copies a minute. The 
economy electric Model 418 and hand 
Model 416 employ similar feeding meth- 
ods, have a clock-type counter and are 
adaptable for both paste and fluid inks. 
For More Information Circle No. 117. 


DICTATING MACHINE 


Pacific Instruments Corp., Dept. D, 7046 
Hollywood Blvd., Los Angeles 28, Calif., 
announces the Stenocord D, a magnetic 
belt combination  dictating-transcribing 
machine with a newly developed micro- 
phone for remote control dictation. The 
speaker can operate the machine from the 
mike himself because the microphone pro- 
vides start-stop dictation and continued 
measure backspacing. Dictation may be 
pinpointed at any time and to any portion 
of the dictation without need to touch the 
machine itself. Red and green lights on 





microphone tells instantly whether in dic- 
tation or playback. The microphone is 
operated easily with either hand and will 
record conferences as it rests on desk or 
table. Stenocord features a correctable, 
reusable magnetic belt which assures high 
fidelity and may be used over and over 
hundreds of times. Unwanted words or 
sentences can be eliminated or restated 
without touching the machine. Machine is 
easily transported for home, automobile 
or plane use; weighs only 9 Ibs. It may be 
had with a handsome top-grain leather 
carrying case with a special compartment 
for accessories. Warehouses on both east 
and west coasts. For More Information 
Circle No. 155. 
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FIREPROOF 
DESK 


Shaw - Walker 
Co., Muskegon, 
Mich., has added 
to its Expan-Desk 
line a_ Fireproof 
Desk which pro- 
vides point-of-use 
fire and “snooper” 
protection for iim- 
portant correspon- 
dence, contracts, 
personnel facts and 
cash. It combines, in one unit, a desk, 
safe and a large amount of work-top area 
(tops are 70” x 32” and 44” x 32”), all 
in a space of 70” x 76”. The right pedes- 
tal is a two-drawer letter Fire-File, a 
safe with drawers instead of doors. Fire- 
File bears the Underwriters’ Laboratories 
One-Hour Label and provides protection 
for up to 4000 papers. Alternately, the 


right pedestal can be equipped with the 
new Cashier’s Fire-File. This arrangement 


is ideal for use as a sit-down counter at 
point of contact with the public. The left 
pedestal has five drawers specially com- 
partmented to organize all work and 
working tools. Knee room pérmits occu- 
pant to work on either top. For More 
Information Circle No. 101. 


ADDER-MULTIPLIER 


Comptometer Corp., 1724 N. Paulina 
St., Chicago 22, Ill., makes the Compto- 
graph 220M, a 10-key adder-multiplier 
machine that prints both factors and the 
right answer on two lines. Its speed has 
been increased to 220 cycles per minute 
from a previous 202, for faster figure- 
work. Other new features include variable 
space control for single or double spacing, 
and autumn tan color. Because it prints 
only the multiplication factors and the 
answer on the tape, checking is instant 
and accurate. For example, to multiply 
124 by 123, it is unnecessary for the oper- 
ator to first cycle 124 three times, cycle 
1,240 twice, enter 12,400 once, and then 
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total to get the answer: 15,252. This would 
put a total of seven figures on seven lines 
on the tape and you might have difficulty 
determining that you multiplied by 123. 
With the 220M, a dual-purpose lever locks 
out printing during cycling. The final tape 
for the same problem has only three fig- 
ures on two lines: the multiplicand, 124; 
the multiplier, 123; and the answer, 15,252. 


For straight addition, the dual-purpose 
lever is flipped back to the adding posi- 
tion. The machine has an 11-digit listing 
and 13-digit totaling capacity. Other fea- 
tures include two-color printing which 
automatically prints all debits in black, 
all credits in red; Visi-Balance window 
which continually shows true running 
credit or debit balance at all times; and 
provision for using a constant figure in 
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computing commissions and pro-rating by 
percentages. For More Information Circle 
No. 113. 


BOOK PHOTOCOPIER 

Copease Corp., Box O-8, 425 Park Ave., 
New York 22, N. Y., announces the Co- 
pease Duplex Book Copier which com- 
bines an exposer and printer in a single 
unit. It makes perfect black-on-white cop- 
ies in seconds under any lighting condi- 
tions of any original written or printed 
page, either single sheets or pages from 
books without loss of margin. Its sponge 
rubber cushioned head adjusts to the thick- 
ness of the book to produce uniform con- 
tact and even pressure on copy surface for 
best work quality. The compact unit, with 





built-in positive and negative paper dis- 
penser, copies work up to 8%” by 14” 
and will pick up all print, signatures or 
writing from ballpoint pens, fountain pens, 
colored pencils and crayons or spirit dup- 
lication, either books, files or single sheets. 
An automatic timing mechanism provides 
proper exposure to get perfect copies every 
time, the company reports. After expo- 
sure, the negative is simply run through 
the machine’s built-in developing unit for 
the permanent positive copy. For More 
Information Circle No. 142. 
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OFFSET PRESS 


Zarkin Machine Co., 34-19 Tenth St., 
Long Island City 6, N. Y., is world-wide 
distributor for the Royal Zenith 23 single 
color offset press, made in West Ger- 
many. It takes a sheet 15” x 23” and is a 
smaller model of the Zarkin Royal Zenith 
29 which takes 23” x 30” sheets. The 
Model 23 has electronic push-button con- 
trols for water, pressure and ink regula- 
tion instead of manual handles and thumb- 
screws. It is rated at 9000 impressions per 
hour top speed, and 7000 operational 
speed. Cylinders are oversize and operate 


with a large gap. The range for stock is 
from 6-lb. tissue to 6-ply board. The auto- 
matic feeder, which takes a 34” pile, is a 
new type of stream feeder which oper- 
ates with an automatic vacuum hold-down 
of the sheet on the feed board. This elimi- 
nates brushes and multiple hold-down at- 
tachments and is effective in feeding light- 
weight papers, small sizes and irregular 
shapes. The stream feed operates with a 
pulsating slow-down on every sheet for 
precise register and perfect, sharp impres- 
sion. The inking system comprises 17 
rollers of different diameters for coverage 
with reduced ink consumption. There is 
an extra stripping cylinder for reverse 
stripping of sheets from the impression 
cylinder. This is important when running 
heavy solids and lightweight papers, and 
eHminates slow-down and troubles caused 
by non-stripping of sheets. A jogging type 
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automatic chain delivery holds a 20” pile 
and has a quick raising mechanism. The 
entire press is fitted with long-wearing 
helical gears and the construction through- 
out is of the same rigid lightweight alloys 
which have proved themselves in the 
larger Royal Zenith 29 Press. The Model 
23 is powered with a 2-hp and a 1'4-hp 
motor, requires 44” x 67” of floorspace, 
weighs 2400 lbs. For More Information 
Circle No. 110. 


COPYING-MACHINE FORMS 


Baltimore Business Forms Co., Dept. 
A, 3144 Frederick Ave., Baltimore 29. 
Md., offers standardized one-time carbon 
forms, for reproduction by the Thermo- 
Fax process, to reduce costs in systems 
using that method of forms reproduction. 
Previously such forms were special orders 
because metallic numbering inks and me- 
tallic-base blue carbons are needed. Balti- 
more Business Forms has made these reg- 
ular features on its lowest priced stand- 
ardized one-time carbon forms. For sam- 
ples and information, Circle No. 124. 


BALLPOINT PEN 


Autopoint Co., Dept. W-2, 3200 W. 
Peterson Ave., Chicago 45, IIl., is intro- 
ducing the Autopoint 3X Ballpoint Pen 
which has been designed to meet the re- 
quirements of offices and commercial 
users who indicated that they desired a 
pen with greater ink capacity, no mechan- 
ical difficulties, always visible ink supply, 
lighter weight, slim design, a secure and 
unbreakable pocket clip, low quantity 
cost, and skip-proof, easy-flow writing. 
The Autopoint 3X holds three times more 
ink, so that it will write three times longer. 
The ink supply is always visible without 
removing a barrel or cap. This eliminates 
the inconvenience of the user unexpect- 
edly running out of ink. The ink itself is 
of the finest quality, approved by govern- 
ment and banks. It comes in a choice of 
blue-black, red and green. No refills are 
required and, since the pen’s cost is com- 
parable to the usual cost of a ballpoint 
refill, the entire pen is discarded when the 
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large ink supply is consumed. A Magic 
Float rides on top of the visible ink sup- 
ply and, in addition to its positive indica- 
tion of the ink remaining in the pen, the 
float serves to push the ink out to pro- 
duce continuous, even-flow writing with- 
out skipping or stoppages. A Spin-Tip 
Pocket Protector cap prevents damage to 
both clothing and the pen’s point whether 
the pen is carried in a pocket or left in a 
desk drawer. Pens are available with or 
without the unbreakable pocket clip. With- 
out the clip, there is said to be less chance 
that an employee will take home a com- 
pany-supplied pen. Slim design and light 
weight make this pen less tiring to use. 


No time is wasted by the user, nor me- 
chanical difficulties encountered, since re- 
fills are not required. These features make 
the pen ideal for quantity purchase by 
companies for employees’ general use. It 
is also suitable as an advertising premium 
and is made in a wide variety of colors. 
Retail price of the Autopoint 3X is only 
49c each ($5.88 a doz.). The low cost is 

















Trade Mark 





JUST LOOK AT THESE FEATURES... 


3 TIMES MORE INK ... WRITES 3 TIMES 
LONGER—=3 times the writing as pens costing five 
times as much. You can never run out of ink 
accidentally with the new Autopoint 3X Visible Ink 
Supply ballpoint pen. And note... 

No bothersome Refills Necessary! 

SPIN-TIP* positive-action, pocket ‘protector. Spin, 
it’s open, Spin, it’s closed. No springs, no 
mechanism to go out of order. Protects point, protects 
clothes. Available in an attractive array of two-tone 
color combinations! 

MAGIC FLOAT*— indicates visible ink supply level 
at all times—insures even flow ‘‘non-skip”’ effortless 
writing. Precision Engineered . . . can’t skip, stop, 
scratch, leak, or weep. Writes silky-smooth. 
Quick-dry ink . . . blue-black, red, green inks. Meets 
government and bank specifications. 





















Retail 
Risa dates 


F.E. 
Tax 
Incl. 


See 








. 3 times more ink—3 times longer writing 





By actual test, the Autopoint 3X ink capacity 

is three times that of ordinary old-fashioned 

ballpoint pens costing up to 5 times as much. And 
because of this greater capacity, the Autopoint 3X 
guarantees you three times the writing mileage, 
three times the useable life of pens you now use. 

If, for example you now order 100 ordinary ballpoint 
pens, you'll need only 33 Autopoint 3X pens... 

it’s simple arithmetic to give your company a 66% 
saving with the Autopoint 3X. 


Mr. Sol Shulman, Sales Manager Dept. W-2 
Autopoint Company, 3200 West Peterson Avenue, Chicago 45, Illinols 


Dear Sol: 
Please send the exciting new Autopoint 3X ballpoint pen—at your 
expense, to the following executives in my organization. 


NOW...MAIL COUPON TODAY 


Call your favorite 
stationer for more 
details=—_ORDER 


TODAY! 


Pengineered for years by the famous 
Autopoint Company — manufacturers 
of over 250 million famous Autopoint 
pencils. Exclusive licensee under U.S. 
Patent Number 2,249,163. Other Pats. 
Pending. ©Autopoint Co., Div. of 
Cory Corp. 


*Trade Mark 
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(Place additional names on your company letterhead and enclose) 
Our Stationer is: 
Name 


Addres 
For More Information Circle No. 252 
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due to the fact that this 35-year-old man- 
ufacturer of mechanical writing instru- 
ments is producing this new pen entirely 
by automation. For More Information 
Circle No. 152. 


ELECTRIC CORD SHORTENER 


Coilzit Products, Inc., 25-57A Steinway 
Ave., Long Island City 3, N. Y., makes 
an Office Coilzit Safety Cord Shortener 
for eliminating dangling electric cords on 
office machines. The excess cord is simply 


wound around the Cord Shortener and 
secured in the patented slots without cut- 
ting wires. Made of high impact Styrene, 
the J-6 Office Cord Shortener is 6” long 
and will hold heavy cords up to %” diam- 
eter. Sells at five for $1. For More Infor- 
mation Circle No. 108. 


LETTER-FILE 
DESK 


General Fire- 
proofing Co.;, 
Youngstown 1, 
Ohio, makes the 
Generalaire 1960F- 
4VL desk with 
four letter file 
drawers, two. in 
each pedestal, for 
those who need 
more letter filing 
space than an or- 
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dinary desk provides. The drawer pedestals 
are supported by legs so that filing capacity 
is doubled without sacrificing uniformity 
of appearance and easy cleaning facilities. 
Each letter drawer operates on top qual- 
ity, progressive ball-bearing suspensions. 
The inside clear height of each drawer is 
10-11/64”, ample to accommodate stand- 
ard height guides. If cross-filing is desired, 
two letter size or one legal size cross-file 
inserts can be used in each drawer. Draw- 
ers are 26%” deep, giving desk a capacity 
of over 100” of filed material. The legs 
can be attached so that the desk will be 
29” or 30%” high. Even at the 29” 
height, the bottom of the pedestal is at 
least 5” above the floor for easy cleaning 
and ample foot room. For More Informa- 
tion Circle No. 137. 


CONTINOUS RECORDER 
Peirce Dictation Systems, Inc., 5912 
Northwest Highway, Chicago 31, IIl., have 
developed a continuous recording system 
employing reusable magnetic belts. The 


Peirce system is composed of two combi- 


nation dictation-transcription units with 
Model 530 dual recorder control. Each 
machine holds a 15-minute magnetic belt. 
When the end of the first belt is reached, 
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No Glare, No Strain — Record Keeping 


FORMS 


ON HAMMERMILL PAPER 


Made only by National Blank Book Company 


HOLYOKE, MASSACHUSETTS 
MAKERS OF LOOSELEAF, BOUND BOOKS AND VISIBLE RECORDS FOR 113 YEARS. 
AVAILABLE AT OVER 4000 NATIONAL BLANK BOOK DEALERS. 


ATIONAL 


For More Information Circle No. 340 
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the machine automatically stops and the 
second unit starts. A new belt is then 
placed on the first unit while the second 
is recording. The procedure is repeated 
with each machine until recording is com- 
pleted. The system offers the additional 
advantage of immediate review at any 
dictation or recording point, as often as 
desired. Both units can be used singly 
for dictation or transcription when not in 
continuous recording use. Continuous re- 
cording has been found ideal for confer- 
ences, salesmen’s call-in orders, radio 
broadcasts, speeches or any application 
involving long, heavy dictation. For More 
Information Circle No. 106. 


FLUID DUPLICATOR 


Standard Duplicating Machines Corp., 
Everett 49, Mass., offers a larger version 
of its Rocket Fluid Duplicator. While 
previous models handled paper up to 9” x 
13”, the new E14RA automatically 


feeds sheet sizes up to 14” x 13”, or it 


will duplicate government postal cards 
and other forms as small as 3” x 4”. Well 
suited to many types of systems work, it 
offers an auxiliary slot for blockouts or 
sliding masters, automatic paper feed, 
micromatic registration adjustment and 
Standard dual stripper pins for positive 
feed control of paper or card stock in 
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accurate register. Having a self-contained 
motor, a cabinet is unnecessary. However, 
vertical cabinets are available or posture 
style for sit-down operation. For More 
Information Circle No. 111. 


DICTATING MACHINE 


McGraw-Edison Co., West Orange, 
N. J., announces the All-Purpose Voice- 
writer, one unit which can handle many 
kinds of work by plugging into it differ- 
ent sets of accessories. The machine will 
record dictation at a desk, in conferences, 
at home, on trains, planes or cars. The 
same machine, with different attachments, 
enables a secretary to transcribe record- 
ings. By plugging a small control box into 


the unit and hooking it up with the dial 
telephone system, as many as 20 persons 
can dictate into their telephones, record- 
ing by remote control. A different con- 
trol box makes it possible to dictate re- 
motely from  Edison-made dictating 
phones. Once you've dialed to start the 
recorder, your voice impulses automati- 
cally control it. When you stop talking, it 
stops; when you talk again, it starts re- 
cording again. The machine uses a red 
vinylite disc which takes 15 minutes of 
dictation on each side and can be mailed 
or filed. For More Information Circle No. 
115. 


ONE-FORM RECORD 


Complete Simplified Records, 532 Elm 
Ave., Upper Darby, Pa., offers a single 
9144” x 12” form designed to record a 
week’s business activity including such 
classifications as: record of business for 
week ending, deductable expenses, mer- 
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your company is judged 
by the office you keep! 


Scientific construction, hand- 
some styling, consideration 
for comfort, are all combined 
in Cole Steel Office Equip- 
ment. Cole Steel is America’s 
top selling brand, its low in- 
itial cost and enduring beauty 
make it the greatest dollar 
value in steel office furniture. 


Send for our latest catalog 


For More Information Circle No. 232 


« COLE-STEEL 


Cole Steel Equipment Co., Inc.» 415 Madison Ave., New York 17, N.Y. 
Canada: 329 Dufferin St., Toronto, Ont. 





OR ORIGINALS 
AND CARBONS 


RASERSTIK 
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r SERSTIK G& SERVICE) U.S.A. 7099 B 








She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 

Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work— 
because if erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


Let EraserStik help you 
become the highest-paid 
Secretary in your office. 


With Without 
brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,N. J 


For More Information Circle No. 267 
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| taining maximum 
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chandise bought, payroll, payments-equip- 
ment-personal, memoranda, grand total of 
week, etc. The form contains gross in- 
come less expenses to help determine net 
income for tax purposes. A tablet, con- 
taining one year’s supply of the forms is 
$3. For More Information Circle No. 118. 


POSTURE CHAIR 


Do-More Chair Co., Elkhart, Ind., 
makes the DoMore Model 801 posture 
welded steel construction With 
legs formed of capered steel tubing. The 
base dimension of 20” gives a compact 
and contemporary appearance while 
stability. The seat is 


re- 


| molded and cushioned with foam rubber. 


The contoured back-rest is supported by 
plastic-sheathed tubing to protect walls 
desks. The 2”, non-marking, ball- 
bearing casters have thread guard axles, 
and a special shoe-guard plate is located 
above each caster. Oilite bearings assure 


| easy operation of the swivel mechanism 
| which is enclosed to prevent dirt accumu- 
| lation beneath the seat. An extended scuff 


area on the base reduces maintenance 
costs and protects the seated worker’s ap- 
parel. The Model 801 contains the numer- 
ous adjustment features essential for cor- 
rect posture. For More Information Circle 
No. 153. 
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OFFICE MANAGERS! 
You can save your company 
thousands of dollars annually 


with a one-writing business 
method! 


And Only Copyflex Copying Gives You All These 
One-Writing Benefits for a Penny-A-Copy! 


You owe it to yourself and your company to get the 
important savings offered by the revolutionary one- 
writing method made possible by Copyflex copying 
machines. With Copyfiex, you write basic information 
only once—subsequent paperwork needed to complete 
any systematized business operation is mechanically 
accomplished with Copyfiex without costly, time- 
consuming clerical copying. Only with Copyfiex copy- 
ing do you get all these important benefits for a 
penny-per-copy: 

SPEED! It takes only seconds to make sharp, black-on- 
white Copyflex copies directly from originals! You 
can make any number of copies from the same original 
—all as sharp and readable as the first. 

ECONOMY! Letter-size copies cost less than a penny each 
for materials. And your Copyflex machine requires no 


(BRUNING) 
Copytex 


Offices in 37 Cities of the U. S. and Canada 


CHARLES BRUNING COMPANY, INC., CHICAGO 


In Canada: Charles Bruning Co. (Canada) Lid., 
105 Church St., Toronto 1, Ontario 








Copies anything typed, written, 
printed, or drawn on ordinary 
translucent poper—in seconds 


special installation or auxiliary equipment, is economi- 
cal to operate. 
VERSATILITY! With Copyfiex, you can copy anything 
typed, written, printed, or drawn on ordinary trans- 
lucent paper. You can make copies on white or color- 
tinted paper, on cardstock, or on film. 
SIMPLICITY! Anyone can operate Copyflex. Simply insert 
the original and sensitized sheet, and back comes the 
copy. No negatives, masters, stencils, or plates required. 
Copyfiex Desk Top Model 110 shown above copies 
originals 11 inches wide by any length. Only $555. 
Other models available to copy originals up to 54 
inches wide. Copyfiex machines are ideal for office 
use—absolutely clean, quiet, and odorless! They will 
fit readily into your present systems. Mail coupon 
today—it can mean big savings for you. 


elena t 


Charles Bruning Company, Inc., Dept. 82-G 
4700 Montrose Ave., Chicago 41, Illinois 


Please send me information on [] Copyfiex. And how the 
one-writing method can help me speed: Purchasing- 
Receiving () Order-Billing () Production Control 
(J Accounting. 


C—O 
Compeny—_—§__ 
Address _ 

a 








For More 
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PHOTOCOPIER 


Hunter Photo-Copyist, Inc., 37 Spence: 
St., Syracuse, N.Y., makes the 25-lb. 
Hunter Cub combination printer and proc- 
essor which produces an exact photocopy of 
any printed or written material in 30 seconds. 
The Cub can copy material up to 9” wide 
and any length. Of stainless steel construc- 
tion, the machine is designed and finished 
to harmonize with any office furniture. Its 


Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 


Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
_\ extra cost. 


. \ Nine stock com- 


binations, all at 
one low price! 


| 
en ail 


-— \ 


e impression 


— 


Facsimil 


1 345678 | 


be Ne & CO., Incorporated 
216 Nichols Ave 
Brooklyn 8, N.Y 


es Offices NEW YORK e CHICAGO e SAN FRANCISCO e MONTREAL 


ror More iniormation Uircie INO, 3/2 


operation is simple, 
and can be learned 
in a few minutes. 
As a light source, 
machine has an 
18” fluorescent 
tube in the expo- 
sure unit. This pro- 
vides a_ uniform, 
bright illumination 
over the entire 9” 
of the rotary 
printer. A rheostat 
control on top 
gives the operator 
flexibility in select- 
ing the proper ex- 
posure for a partic- 
ular original to be 
copied. The Cub 
sells for $195. Can 
be equipped with 
automatic feed for 
$50 additional. For 
More Information 
Circle No. 120. 


TRANSISTOR 
CORE 
National Cash 
Register Co., Day- 
ton 9, Ohio, has 
developed a new 
type of magnetic 
core for transistor- 
ized electronic 
computers. A 
thimble will hold 
approximately 
1000 N400-080 fer- 
rite cores, said 
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Secretary and Boss agree--- 
es tte 


are Better Business Papers... 


Selecting papers from America’s most complete line, WAUSAU 
IMPRESSION PAPERS, both secretary and boss find it easy to 
choose the right paper with the specific surface required for offset, 
stencil duplicating, spirit or gelatin process. 
Artisans of New, brilliant white . . . modern, attention-getting colors and 
specially treated surfaces qualify WAUSAU IMPRESSION PAPERS 
for best results for today’s sales letters, announcements, folders, 
reports, office forms and many other business uses. 


Fine Papers 


The complete Wausau Impression Paper line is available 
nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS COMPANY 


General Sales Offices 
OUR 58th YEAR 


111 W. Washington Street, Chicago 2, Illinois  @ 
es) 


Member—Wisconsin Paper Group «¢ Mills at BROKAW, WISCONSIN 


For More Information Circle No. 231 
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“*As efficient as my streamlined kitchen,’’ his wife said 


His wife knows why he gets home on time now! 


New Work-Organized Desk (a beauty, too) is 
really amazing help in getting day's work done 


Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card files, 
binders and other items that clutter the top of 








ordinary desks. And imagine 
this! There’s even drawer space 
for your telephone and waste- 
paper. Really ingenious! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. It’s the nearest yet to desk automation. 

Our new brochure ‘““The World’s Most Ad- 
vanced Executive Desk’’ shows how to use 
these desks for greater accomplishment. It also 
pictures all models in colorfully decorator- 
planned executive suites. Ask our local branch 
ordealer store or write Muskegon 14, Mich. 


Largest Exclusive Makers of Office Equipment 
Muskegon 14, Mich. Representatives Everywhere 
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to offer great stability for a_ transistor- 
operated core over a wide range of tem- 
peratures, currents and other disturbing 
influences. The result is greater computer 
accuracy and less downtime for trouble- 
shooting. For example, in maintaining a 
ratio of three-to-one or better between a 
Read 1 and a Read O, the drive current 
used with one of the new cores can vary 
plus or minus 742% in the 300 to 400 
milliampere range, over a_ temperature 
range of 50° to 100° F. In the 100% 
testing procedure applied to the cores, 
more than 600 half-pulses are applied in 
checking the three-to-one ratio. The core 
was developed for NCR’s forthcoming 
304 electronic data processing system 
which will require up to 320,000 magnetic 
cores, wired in matrices in a single mem- 
ory unit about the size of a television 
set. NCR also will make the cores avail- 
able to other manufacturers. Prices are 
said to be lower than previously available 
cores. For More Information Circle No. 
127. 


LAMINATING MACHINE 


Rotobond Co., Box 69, Bound Brook, 
N. J., makes the Rotobond machine with 
which printed, typewritten, hand drawn 
or duplicated material and photocopies 


can be protected against dirt, grease, mois- 
ture and handling by coating with acetate 
or other plastic films. The machine will 
protect price lists, catalog covers and 
pages, charts, signs and other items 
against wear. It operates without the use 
of heat or solvents and employs standard, 
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FOR REALLY AUTOMATIC 


STAPLING 


5 


use =Sfoplex 
the proven automatic 


Electric Stapler! 


& Where else can you get such immediate, con- 
tinuous return for so small an investment? 
Here's a thoroughly proven electric stapler 
that quickly pays for itself in time and money 
because it is completely automatic . . then 
Staplex goes right on putting savings in your 
pocket! ‘ 

%& in over 10 years proven performance in the 
field Staplex has broken records for every 
commercial and industrial application includ- 
ing fastening material, bags, paper, records 
and others. It's the perfect companion piece 
for use with collators, photo-copiers, dupli- 
cotors and other office time-sovers. 

& Staples instantaneously upon insertion of 
wor . perfect split-second stapling every 
time. No tiresome hand or foot controls .. . 
both hands free to work with. Portable . .-. 
plugs in anywhere. Reloads in two seconds 
. . « nothing to lift, turn or pull out. Simple, 
quick set accurate adjustment up to 41/4" 
in depth. 


IN COLOR! Staplex is now available in 
Suntan, Mist Green, Dust Blue, Marine Grey, 
Coraltone (Pink) and Black. 


29roplex . . . the fastest... 


easiest . . . savingest way to staple! 
— tHe <Staplex company ogame 
775 Fifth Ave., Brooklyn 32, N.Y: 


[] Show me STAPLEX in action! 
|} Send me further information 


| 

| | 
| | 
| NAME | 
| | 
j | 











COMPANY 
Se 








8-57 © 1957, The Staplex Company 


For More Information Circle No. 277 





lots of sorters. + 


but onl ON. E i, 
“Sllhaas \/ 


VERT-A-SORT 


. . the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A- Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. made in a variet 
of sizes, all of whic 
can be indexed to suit 
your needs, 

Built for years of 
efficient usel 


Yh haas 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 


and mail to: 
COMPANY 
-_ 8012 $. CHICAGO AVE. 


CHICAGO 17, ILLINOIS j 


For More Information Circle No. 270 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular 
and Prices 


32 8 McWHLLIAMS ST 
FOND DU LAC. WIS. 





| commercially available plastic films. The 


manufacturer states that the machine can 
be placed on a small office table or its 
own stand and operated by clerical help. 
It will laminate sheets as fast as they are 
fed into it by the operator. For More 
Information Circle No. 126. 


BOOKCASES & CABINETS 


Borroughs Mfg. Co., Dept. CL, 3002 
N. Burdick St., Kalamazoo, Mich., an- 
nounces a new line of steel bookcases and 
supply cabinets, known as the conversion 
line: 29”, 42”, 78” and 84” high; all 36 
wide, in depths of 12” and 18”. The 29” 
and 42” open face units can be converted 
into sliding door cabinets with Borite. 
glass or steel doors, by simply adding Bor- 
roughs sliding door tracks. All doors are 


interchangeable with this device. Steel 
doors only are available for the 78” unit, 
and the 84” unit remains open-faced. All 


| cabinets have sliding shelves that are ad- 


justable without bolts or clips. Borite, in 
the sliding doors, is an unbreakable com- 
position of plastic and fiber glass in a 
furrow pattern, in four colors: beige, 
aqua-glo, pinktone and citron yellow, 
which harmonize with the available cabi- 
net colors of spring green, dark green, 
gray and fall tan. For More Information 
Circle No. 140. 
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See how automation can in- 
crease the scope and frequency of profitable 
mailings, yet reduce preparation costs. Inserting 
& Mailing Machine gathers from 1 to 8 enclos- 
ures, stuffs envelopes, seals, prints postal indicia, 
counts and stacks. 30 years of job-tested expe- 
rience are built into the new Phillipsburg — 
a heavy-duty production machine which runs 
hour after hour at top speeds without stopping, 
missing, jamming. Constructed with fool-proof 
vacuum feed—stocks may be rippled, coated or 
glossy; weather dry or humid. Performance re- 
mains perfect. Precision engineering and cast 
or forged parts assure uninterrupted work flow. 
Check these features: Vacuum-Feed System... 
Postal Indicia Printer—more economical than 
the postage meter...Double-Detection 
System...Warning Light Controls... acme 


Automatic Delivery Conveyor...Vari- | > 
able Speed Control. 2 


INSERTING & MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 














Non-stop production... 


GATHERS 
OPENS FLAPS 
STUFFS 
MOISTENS 
SEALS 

PRINTS INDICIA 
STACKS 


High-speed performance... 
Guaranteed by 30 years’ experience 


| 
| 
| 
| 
| 
| 
L 


For More Information Circle No. 213 
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[ Send “New 2-Station Phillipsburg” brochure. 
[) Let us see the machine in operation. 





| “Yesterday this shop 


The foreman’s bewildered. How can the 
plant manager be so sure? Even in a small 
shop like this one, you don’t get that kind 
of information in 24 hours! 


The plant manager never thought so, either. 
Today he knows different. He’s got yester- 
day’s down-time figures right in front of 
him. There’s a loss all right. But he knows 
where — and why. And most important, he 
knows now that he’s equipped to prevent its 
happening again. 

Good thing management discovered the 
Keysort Plant Control Plan! With just five 
fast, accurate PCP reports — 1 daily, 2 
weekly, 2 monthly —they now have complete 
management control...can prevent money- 


racked u p a $423 loss!’ 


losing situations right in the office. 

PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. Your 
office people simply punch pertinent daily 
information into the Keysort cards... Key- 
sort them ...and summarize direct to 
reports. There’s no transcribing... no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us for illustrated folder con- 
taining examples of all five reports. 


td 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio + 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


Division of Royal McBee Corporation 


For More Information Circle No. 184 





WALL-HUNG EQUIPMENT 


W. R. Ames Co., 150 Hooper St., San 
Francisco 7, Calif., makes a wall-hung 
system for flexible installation, rearrange- 
ment and removal of shelving, display 
boards, blackboards, coat racks, light- 
weight desks and similar furnishings. 
Using vertical, slotted steel columns that 
are installed at 36” intervals along walls, 
any standard bracket-equipped fixture can 
be quickly set in position, readjusted or 
interchanged. Said to be less expensive than 
freestanding or permanently built-in shelves 
and boards, wall-mounted fixtures can re- 
duce equipment costs by as much as 50%. 
The complete portability and freedom of 
interchange also permits economies in 
adapting existing equipment to new needs. 
With the variety of bracketed accessories 
offered, the economical system can fit any 
desired purpose. Books, magazines and 
supplies can be accommodated on steel 
bracket-type shelves of 8”, 10” and 12” 
depths. Items which will not freely stand 
on standard shelves may be vertically filed 





FOR Alt NOISY 
OFFICE MACHINES 


on 10”, 12” and 14” divided shelves, slot- 
ted and fitted with vertical uprights to 
permit any size spacing. Blackboards and 
display boards can be raised and lowered 
or quickly removed according to iinme- 
diate needs. Available accessories include 
1442” sloping shelves for displaying per- 
iodicals. Coat rack shelves provide gen- 
eral storage space with a rod below for 
hanging coats. These dual purpose shelves 


“Doubting Thomases" will not be interested in NOISE CONTROL 


But, fortunately, most people realize the harmful effects of NOISE on the nervous 
system of machine operators and others working in the surrounding area. 


And such people buy SOF'TONE Acoustinets . 
. protect operator's health . 


gredients . . 


© 1957 








. . they absorb the harmful in- 
. and increase production. 


——, Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


408 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 276 
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Here’s how 3M Plates 


BRAND 


and give quality that pays 








Cc 
‘ 
FINED ‘ 


plate cost 1% “material costs 34% 


Here’s a hard and fast fact: Waste minutes in makeready and 
press time or turn out poor quality work . . . and your 
profits go skidding downward. The plate makes a world of 
difference . . . and it’s all a matter of time! 


Although 3M Plates cost less than 1% of the total job, they 
can save many times their cost. 3M Plates can make the 
difference between profit and loss, such as: perfectly consistent 
exposure and development e faster, surer makeready from 
completely standard 3M Plates ¢ ink-water balance easier to 
get and maintain e eliminates gumming for short press 

stops ¢ no downtime from scumming e cleaner, sharper 
reproduction—less paper throw-aways. 


And, what is quality worth? You know the answer—it’s the 
difference between a worthy representative of your firm and a 
second-rate one—or, additional business and lost business. 
Remember, only a perfectly-smooth plate can reproduce 

everything in the original negative faithfully. 


For More Information Circle No. 296 





cut variable time costs 





on your duplicator press 


WARLA gL 
“time costs oe” 


—_ 


This is the important area 
where 3M Plates save you money 


Ask your 3M Plate representative for proof that 3M Plates 


save you money and step up quality. Circle 
No. 396 


* Average time-materials ratio determined by independent industry survey. 


3M Photo Offset Plates 


paoBUcT o, 


"3M" isa registered trademark of Minnesota Mining and Manufacturing Co., St. Poul 6, Minnesota 
General Export: 99 Park Avenue, New York 16, N.Y. in Canada: P. O. Box 757, London, Ontario. 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptuntt 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12”x18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from 4 to %”—$3.75 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 275 
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readily adjust to children’s heights. Light- 


| weight steel-top desks are also available. 


Their 18” depth makes them useful for 


| storage and display areas and they have 


a smooth writing surface. All wall-hung 


| equipment is available in a choice of 18 


colors. For More Information Circle No. 
116. 


COLORED GLASS PARTITIONS 


Mondial United Corp., 625 Madison 
Ave., New York 22, N. Y., offers Color- 
span safety glass in a wide range of opaque 


| colors for office partitions. Colors are 
| obtained by the lamination of colorfast 


pigmented vinyl between two sheets of 


| glass. This produces two identically us- 


able sides on each panel. Available in 12 
decorator colors, ten opaque and two 
translucent, but it can be supplied to meet 
any custom color specification. Proved 


fadeproof through accelerted weathering 
tests by U.S. Testing Co., it does not re- 
quire refinishing and cleaning can be done 
with a damp cloth. It has a high safety fac- 
tor, is less expensive than colored tempered 
glass and is comparable in price with or- 
dinary safety glass, and other common par- 
tition materials such as porcelainized steel, 
wood or plastic. Colorspan is offered in 
stock sheet glass sizes, or cut to size at no 
extra cost. At present, it is available in 
thicknesses of 13/64” to 4%”. The maxi- 
mum stock sheet size is 46” x 94”. It can 
be used for sliding doors, shower doors 
table tops, outdoor furniture, and other 
products. For More Information Circle 


| No. 114. 
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Oxford PENDAFLEX’ 
“INTEGRATED NAME FILE” 


SPEEDS CUSTOMER SERVICE 
AT PEPPERELL 


Delays in answering inquiries was a pro- 
blem in the New York Sales Office of 
Pepperell. 


Phone clerks spent too many hours 
pulling customer’s papers from the files. 
This was work that should have been 
done by the file supervisor and two file 
clerks, but the conventional filing system 
allowed them time only for sorting and 
filing. 


Delays were suddenly ended when 
Oxford’s new Pendaflex Integrated Name 
File was installed. 


“One Place” Means Faster Service 
FIRST NAME IN FILING 
Filing speed tripled. The same filing per- 
sonnel now sorts, files, pulls, and delivers 
papers to the Customer Service depart- 
ment, with time left over for relief work 
in other departments. 


Too Many Places To Look? : | Oxford Filing Supply Co., Inc. 
} 15 Clinton Road, Garden City, N.Y. 
Send case histories of Pepperell 


and other money-saving I.N.F. 
installations to: 


The change permitted true centralized 
filing of all related papers under one 
account name. 


I.N.F. will reduce your filing costs and 
speed up your customer inquiry service. 
Send coupon for Oxford Pendaflex cata- 
log and I.N.F. case histories. 


OXFORD FILING SUPPLY CoO., INC. 
Garden City * Chicago ¢ St. Louis * Los Angeles 


For More Information Circle No. 244 
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No one 
can read my 
boss’ secrets 


...NOW! 


... because I destroy our company’s confi- 
dential papers with my portable Bantam-10 
SHREDMASTER. Destroying confiden- 
tial papers and obsolete records used to be 
quite a problem. Now it is no trouble at 
all—I simply feed them into my Bantam- 
10 and out come unreadable shreds, ready 
for the trash can. 


Your company, too, can have the same | 


protection as thousands of other security- 


minded businesses, government agencies | 
and banks enjoy with the SHRED- | 


MASTER Bantam-10, the only paper 
shredding machine designed for office use. 


FREE 10-DAY TRIAL— New illustrated folder 


describes unique Bantam-10, gives full | 


details about Free 10-Day Trial. 


Write today for Circular 40 
Room 1116, 9 East 40th St., New York 16,N. Y. 


The SHREDMASTER Corporation 
A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier duty 
shredding machine suitable for office use. 
Sales and Service in all principal cities in U. $. and Canada 


For More Information Circle No. 272 
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ELECTRIC NUMBERING MACHINE 

Roberts Numbering Machine Div., Hel- 
ler Roberts Mfg. Corp., 700 Jamaica Ave., 
Brooklyn 8, N. Y., has developed an elec- 
tric numbering machine for use with cards, 
tags, labels and carbon forms of up to 11 
parts (10 copies). It automatically prints 


numbers in sequence from 1 to 999,999 
with instant choice of consecutive, dupli- 
cate or repeat operation. Furnished with a 
universal head for numbering in any posi- 
tion (top, bottom, left or right) on a 12”- 
wide sheet of any length. Choice of hand 
or foot operation. No installation required 
other than plugging in. For More Infor- 
mation Circle No. 132. 


TRANSPARENT CHAIR MATS 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas, Texas, announces a complete line 
plastic Stemp-O-Glas chair mats 


4... 


of clear 


which complement and add emphasis to 
the decor of executive and general offices. 
Made of crystal: clear plastic, Stemp-O- 
Glas is shatter-proof, mar-proof, rot-proof, 
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The time you save 


EE ORE: OIG rape: 


may be your own! ™ Qa 


© 


You'll duck hours of paper work when you have a Kodak Verifax Copier 


Like to get away early todav? Trv Free —new Don Herold booklet. Famous 

C : ’ : , humorist offers laughs—and work-saving tips 
the pencil trick, used by thousands  _ 5, bosses and secretaries on every page. 
of executives to lighten the office How to end “quoting” habit - How to do 
load. Works like this: when a letter “all-day” retyping jobs in 20 minutes - 


me 43 ae , a . How to make an offset master in 1 minute. 
asks questions — jot answer in margin eae ‘ 
J ‘3 Mail coupon. Or call Verifax dealer, listed 


and mail a Verifax copy as your re- in “vellow pages” under “Photocopying F 
ply. When a report refers to several 


departments—jot again... send each 
a Verifax copy. eritax Copying 


Price quoted subject to DOES MORE—COSTS LESS—MISSES NOTHING 


change without notice. 





MAIL COUPON TODAY rs 


EASTMAN KODAK CO., Business Photo Methods Div. x 
343 State Street, Rochester 4, N. Y. 213-3 ‘= 


Gentlemen: Please send free copy of Don Herold’s = 
new booklet “How I Learned the Verifax of Life.” 


Name Position —— 





ONLY $148. . . Kodak's 
new Verifax Signet Copier Company 
makes 5 copies in 1 min- 
ute for just 24%¢ each. 
Thousands in use. City 





Street_— 








For Mere Information Circle No. 243 
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sy: 15 from any angle 


... that’s the CONSOLETT 
Safe for equipment 
* Built strong — welded 
all-steel construction 
* Tip-proof — wide, 
steady base 


* Rolls easily — four 
rubber casters 


* Anchors firmly — large, 
adjustable rubber feet 
Safe for operator 
* Round, no-snag edges — 
smooth, clean styling won’t 
trip, scratch or upset 


Matching two-shelf cabinet 
also available 


SOME DEALERSHIPS OPEN 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road * Menomonee Falls, Wisconsin 




















For More Information Circle No. 265 
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fungi-proof and withstancs hardest usage. 
The full beauty of the floor covering shows 
through for an uninterrupted view of the 
office’s decor. Fine floor coverings are 


| protected. Stemp-O-Glas chair mats are 
| available in standard and special sizes. 
| For More Information Circle No. 109. 


TYPEWRITER PAPER 


Diplomat Envelope Corp., 23-23 Borden 
Ave., Long Island City 1, N. Y., announces 


| a line of boxed Diplomat Typewriter Paper, 
| to be marketed through stationery, office 


supply dealers and printers. Stock is 20 
lb. white, watermarked Diplomat Bond in 
cockle finish. It is a crisp, blue-white sheet 
containing 25% rag and cut to 84%” x 11” 


size. The attractive blue and yellow setup 
box contains 500 sheets. The box carries 
a wrap-around picture of the U. N. Build- 
ing and Auditorium which shows the East 
River and Long Island in the background. 
Companion items in the Diplomat line 
are Diplomat Bond in Sub. 16 and Nos. 
6% and 10 envelopes of matching stock, 
all similarly boxed. For More Information 
Circle No. 105. 


ORANGE CARBON PAPER 

Ozalid Div., General Aniline & Film 
Corp., Dept. I-8, Johnson City, N. Y. 
announces an orange carbon paper with a 
capacity for absorbing light from the mer- 
cury lamps used in Ozalid machines. This 
provides a carbon backing for typed, drawn 
or handwritten originals to produce sharp 
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MORE for the boss 
in new features that mean 
low-cost, time-saving accuracy! 


The New Customatic Comptometer 
gives you everything you've learned 
to expect from Comptometer— 
plus 3 new features 


CUSTOMATIC 
KEY CONTROL 
operator simply adjusts 
new control to suit her 
own individual touch. 


Stili There, are all the features that have made COMPTOMETER 
unchallenged wherever fast, accurate, low-cost figure work is 


important! 


Pinpoint Accuracy — Accuracy Key prevents registration until stroke 


is completed. Insures accurate results 


Easy-to-Read-Answers — Giant-size numerals in two colors show 
through wide apertures, counterbored to reduce glare 

Active Ciphers — All ciphers to the left of answers are eliminated 
Ciphers and numerals in the answer are distinct and easily read 


Taal ie lesl— ais 


Comptometer COMMANDER -— insures 
accuracy in dictation. Life-time ma- 
chine belt saves more than machine 
costs. See for yourself. Mail coupon. 








-— ww mw FF Re aD 8 


No levers, crank 


Molded Key Tops 


fatigue’ 


Comptometer COMPTOGRAPH “220m” 
~ with new multiplication key -- more 
features than any other 10-key listing 


‘machine. Try it FREE. Use coupon. 


Cushioned Touch — 


, MORE for the operator 
be n new features, beauty 
ease of operation! 


INSTANT ELECTRIC 
CLEARANCE 

a touch of the bar and the 
dials are instantaneously 
cleared, electrically 


COLOR 

smart, restful Diamond Gray 
scientifically selected for 
eye-ease and good looks 
Biends readily with modern 
office decor 


Simplicity of Operation — Direct-Action Keys give lightning answers 
or extra operations to slow results 
Finger-tip fashioned 


Built-in floating action eliminates “finger 


Add up all these features and you have the machine that sets spec 
tacular new standards. You will fully appreciate them only when you 
see the new CUSTOMATIC COMPTOMETER in action. Let us prove 
this in your office FREE. = ae 


PRC 


BETTER BUSINE 


Comptometer Corporation 
1724 North Paulina Street, Chicago 22, llinois 


In Canada: Canadian Comptometer, Ltd 

501 Yonge Street, Toronto 5, Canada 
Arrange free office trial for me on: 
Send me literature on 
Comptometer Adding-Calculating Machine 
Comptometer Commander 
Comptometer Comptograph “220M” 

Name 

Firm 

Address 

City Zone 


ee 


For More Information Circle No. 226 
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You Get Things Done With 
Boardmaster Visual Control 


Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 

Made of Metal, Compact and Attractive. 
Over 150,000 in Use. 


Complete price $4950 including cards 


FREE 24-PAGE BOOKLET NO. F-200 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 
For More Information Circle No. 273 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 


Traffic, 


Inventory, 





For fast, accurate 

typing of bottom 

line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 
280 Main St., Worcester 8, Mass 
r More Information Circle No. 274 








| clear Ozalid prints with maximum image 


density. The paper can be employed in 
any diazo machine. Orange carbon pape! 
produces a sharp and clean write. Fuzzy 
edges and critical paper fill-ins are elimi- 
nated. The hard finish of the paper pro- 
hibits carbon smudges. Oczalid’s orange 
carbon papers can be re-used several times 
but ultimate quality is obtained by using 
a fresh sheet for each job. This is small 
cost for assurance of maximum results. 
Ozalid produces orange carbon paper in 
three weights. The light weight is best 
for the carbon-backing of originals typed 
with standard or electric machines. The 
hard finish is coated on a light, fine tissue 
which is the basis for sharp-write. The 
medium weight is a general purpose car 
bon-backing product, suitable for both 
typed and written originals. Because of its 
sensitivity to a light strike, it is recom- 
mended for noiseless typewriters. Heavy 
orange carbon paper is excellent for car- 
bon-backing any original write with pen- 
cil, ballpoint or pen and ink. Its heavy 
weight allows easier handling in the larger 
sizes. For More Information Circle No. 
104. 


AIR-POWERED STAPLER 


Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., makes an air-powered stapling 
machine which is ruggedly built and de- 


signed for fast, low-cost stapling. It can 
perform a variety of industrial fastening 
jobs such as stapling bags, material, paper, 
forms and many others. This Model SA- 
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100 Air-Stapler is equipped with a three- 
way air switch valve for foot, knee or 
hand operation. It is said to be easy load- 
ing, using standard 4%”-leg staples. There 
is nothing to remove for reloading; staples 
are slipped into the front of the machine. 
Dimensions are: 7” deep, 3%” wide, 7” 
high. It is portable, weighing 7 lbs. Sturdy 
Dural casting for easy bench mounting. 
Complete for connecting to air line, priced 
at $49.50, f.o.b. above. For More Infor- 
mation Circle No. 112. 





[0  O7emeO 
FILM STENCIL 





ASK ABOUT TEMPO PASTEL STENCILS 


MILO HARDING CO. 


Los Angeles « Cleveland ¢ Pittsburgh 
San Francisco * Washington, D. C. 


Manufacturers and distributors of 


AMERICA'S MOST COMPLETE LINE 
OF STENCIL DUPLICATING PRODUCTS 
INKS — DUPLICATORS — STENCILS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES 


SHELF FILES 

Deluxe Metal Furniture Co., Warren, 
Pa., now makes Verti-File open-shelf fil- 
ing units with slide-away doors. Because 
the cabinet-type unit is available with sev- 
eral variations, it can be adapted to meet 
particular needs. From one to seven doors 
per section may be ordered, with or with- 
out locks. The unit is designed so that 
doors may be added to existing sections 
It is said that 60% of office and record 
storage space is saved by the Deluxe fil- 


os 
ao 


STENCILS 


insure kind of copy YOU want 


Choose your copy: sharp, medium or 
broad — they're all yours from the same 
Tempo Film Stencil. With Tempo, you'll 
prepare them as easy as typing a letter 
or bulletin. Personal selection from eight 
pastel and other colors in America’s 
highest quality provides greater visibility 
and shortens typing time. 


MAIL COUPON TODAY FOR COMPLETE DETAILS 


MILO HARDING COMPANY, Dept. 7CA 
500 Monterey Pass Rd., Monterey Park, Calif. 
Please rush the checked items to me: 


{ ) Booklet: Tempo Tips to Typists 
( ) Literature: All Colors Tempo Film 
Stencils 


NAME 





FIRM 





ADDRESS 





CITY & STATE 





For More Information Circle No. 
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VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 


OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


against 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 


throwing away an average of $10.00 every time 


an original is lost or damaged! 


With a low-cost, sturdy MIM-E-O Vertical FILE, | 
you can prevent the waste of hundreds of dollars | 


o year! Stencils, negatives and masters hang free 
from pressure... 
easy to file and 


ince 


; \ 
There’s a MIM-E-O 
model to save and 
protect all types and 


SS 
sizes—capacities from 


150 to 1400. EASY-FIND INDEX 
Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, Ill. 


300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 


For More Information Circle No. 266 
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| standard 


ing unit and filing costs are cut more 
than two-thirds. For example, 152 five- 
drawer standard files cost approximately 
$15,500 as compared to $5,500 for 80 
Verti-Files. Both hold the same amount 
of filing, and the Verti-File units take up 
580 sq. ft. of floorspace compared to 918 
sq. ft. for the drawer files. Verti-File sec- 
tions are either single-faced or double- 
faced and have adjustable shelves on 1” 
vertical centers. All sections have full- 
depth finished end panels and cornice 
tops with projecting caps for protection 
from dust. Bottom shelves are elevated 


: s * pa ae 3 : 
from the floor to protect folders from 


| damage during mopping or sweeping. Neat 
| filing is encouraged by the five 6” 


ae ad 
adjustable dividers provided with each 
shelf to keep the contents of shelf from 
fanning out or flopping over. Several 
colors are available in addition to the 
Chem-A-Cote bonded, office 
gray, baked enamel finish. An extensive 
range of optional accessories are avail- 
able, including doors (with or without 
locks), file folios, additional shelves, di- 
viders, reference shelves, range finders, 
card holders and label holders. For More 
Information Circle No. 125. 


THe Orrice—August, 1957 





New THOMAS Cost Calculator takes 


the guess work oul of any collating job! 


Now, for the first time, you can 
tell in a jiffy just how long it will 


take, how much it will cost, and 
what is the fastest and least expen- 
sive way to do the job. 

Whether you collate a lot or just a 
little . . . whether it’s by hand or 
with a Thomas Collator, this new 
cost calculator is sure to be a real 
help. Send for your free calculator 
today. No obligation, of course! 


ee ln tw Moe ap 
Sie wt he C8 i His 


! 


Thomas Collators Inc., Dept. B 


afew 50 Church St., New York 7, N. Y 
® 


Please rush me 


¢ () FREE Thomas Collating Cost Colculator 
z FJOMNAS (] FREE Brochure on New Thomas Collators 


CD Demonstration at my Convenience 


Eanes Gre. NAME 


More in use than all | 
other makes combined ADDRESS. cece 


Copyright 1957, Thomas Collators Inc city 
For More Information Circle No. 216 
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TAB CARD SIZE TESTER 
Cummins-Chicago Corp., 4740 N. Rav 
enswood Ave., Chicago 40, Ill., announces 
a new model of their Carditioner which, 
in addition to sensing the thickness of tbe 
cards and rejecting those that are over- 
size, also senses both the width and the 
length of the cards. Cards deficient in 
length or width by than 1/32” are 
detected and rejected. Either a small notch 
or tear on the edge of a card, or a minute 
slice from a letter opener all along the 
edge, will be and the card 


less 


sensed re- 


PITNEY-BOWES 
MAILOPENER 


PiITNEY-BoweEs, INc. 
3465 Walnut Street, Stamford, Conn. 


... ortginators of the postage meter... 
offices in 102 cities in U.S. and Canada 


jected. The Carditioner incorporates self- 
contained mechanisms and controls within 
the frame of the unit itself. Switches 
allow either the width or the Iength de- 
tecting mechanism, or both, to be turned 
on or off, as desired. Another switch sets 
the length sensing mechanism for either 
80 or 51 column cards. Neon panel lamps 
signal when cards are rejected, indicating 
the reason. Sensitivity of the width de- 
tector is controlled by a knob. Two dif- 
ferent control knobs, for 51 column and 
80 column cards, provide sensitivity ad- 


¢ How much time do you lose in 
your office the first half hour in the 
morning—while folks wait patiently 
for the mail? Get a MailOpener to 
get the mail distributed earlier, so 
they can get into action. Even a few 
minutes saved every morning is a 
big saving in a year! 


¢ A MailOpener trims a hairline 
edge off envelopes fast as they are 
fed to it. Which is a lot faster than 
by hand and dagger. Easily, safely 
opens every size and thickness of 


envelope; so efficient you'll wish 
you had one years ago. Hand and 
power models for every office. 


¢ Free trial: The nearest PB office 
will bring a MailOpener to your 
office for a free trial. Call them right 
away, no obligation. Or write for 
free illustrated booklet. 


FREE: Send for handy desk or wall chart of Postal 
Rates, with parcel post map and zone finder. 


For More Information Circle No. 292 
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justment for the length sensing mechan- | 
isms. Locks on all control knobs maintain | 


the settings. The width detecting mech- 
anism consists of two wire brushes in ad- 
justable blocks on each side of the path 
through which the cards travel. Narrow 
cards close an electrical circuit. An addi- 
tional card actuated switch prevents the 
mechanism from rejecting when no card 


is present. Length sensing is provided by 
accurate spacing of two switches along 
the card’s path. A short card’s trailing 
edge allows the first switch to close before 


its leading edge opens the second switch, | 


closing the circuit momentarily. An addi- 


KEEP FACTS AT 


YOUR FINGERTIPS 
with Graffco SIGNALS... 


theres a Style designed 
for every record system... 


New GRAF-LOK 
that locks on 
slotted cards for vertical 


records in constant use... 


NU-VISE 


projecting 
vertical 


for all other (f. 
systems... 


metal _ NU-VIZ 


/ 


/ and 


| tran@horent CELLUGRAF 


tional gating switch between these two | 
eliminates activation of the rejection mech- | 


anism when no card is present. While a 
card that is only slightly short will result 


in the circuit being completed for only | 


.OOL or .002 seconds, the card will still 


be rejected. For More Information Circle | 


| visible cards... 


No. 134. 


CARBON INTERLEAVED 


BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List | 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
fon Vi temm ley siiey | 


For More Information Circle No. 294 
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\ 


for all visible systems... 


and CRIMPGRAF A 


for protected 


| all Graffco Signals Supplied in 
| full variety of colors and sizes 


Also Graffco MAPTACKS 
and MAP FLAGS 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 295 
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SADDLE STAPLER 


Lansdale Products Corp., Box 568 
Lansdale, Pa., makes the Side Saddle Stap- 
ler which will saddle stitch booklets from 
the side, yet the stapler fits the pocket. 


x « 
cof seas 


It will staple other hard to reach spots 
such as splicing papers to any length, 
making tubes out of flat sheets, fastening 
baskets, flowers, wrappings, and arts and 
crafts work. It operates like a regular 


desk stapler, plier stapler and tacker. Due 
to the short distance between the hinge 
and the working head, perfect alignment 
is maintained. Designed for long service. 
the stapler has black working head and 
red enamel base. All parts can be reached 
by lifting the cover off the magazine which 
holds 105 standard staples. The Side Sad- 
dle Stapler retails at $6.50. For More In- 
formation Circle No. 131. 


STAND WITH DRAWER 


Interstate Metal Products Co., Dept. D, 
666 Lake Shore Drive, Chicago 11, IIL. 
makes the E-Con-O-Me Utility Office 
Stand which has continuous piano-hinged 
drop leaves and elbow type drop leaf arms 
in combination with a letter sized drawer. 
It utilizes a patented one-piece leg bracket 
for extra strength and rigidity. Ideal for 
standard typewriter and adding machine 
two controls for locking on front 
rubber casters prevent stand moving while 
in use. Folding drop leaves make for com- 
pactness and easy storage in offices with 


use, 





A PEDIGREED BRAND .... Conforms to Federal Specifications 


7 O8 4 Mery, 
Kael daar. 
* Guaranteed by @ 
Good Housekeeping 
<¢™ 


Or, at 
5 aoveatisto ™ 


PROMPT DELIVERY 


OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, Inc., Canton, Mass. 


For More Information Circle No. 299 
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4t all adds up to a 
low cost high quality 
product...the 


new Regna itemizing cash register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 


Ideal for all small and 
medium sized retailers 
i superb quality product 
the low price class. Compact, 
turdy, pre on-built ; manual o1 
electrically operated models in 
yreen or ivory 
tomer gets itemized receipt of 
tem purchased; Regna 
isly records copy for ownet 
and Grand Total are 
t itically registered and recorded ; 
otal receipts can be instantly checked 
¢ Single item key records 
em sale in one swift operatior 
I add key allows use as adding 
machine—without affecting Grand 
rotal «.Customer counting device 
ume of daily traffic 
eys for clerks, 
, Special items ¢ Lock for 
id Total and Sub Grand Total 
and for tape « Individual keys for 
iles, Paid-Out, Non-space and 
operations. Printing device 
S name 


iN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
e W., Montreal, Que., and Business Equipment Machines, 
489-R King St. W., Toronto, Ont 


OUTSIDE CONTINENTAL U.S.; Jorgen S. Lies, Bex 507, Bergen, 
Norway 


Complete stock of Regna parts available throughout the U.S. 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y 


Gentlemen: 
Please send more information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer. 





em eee 





For More Information Circle No. 225 
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limited floorspace. Other features of this 
all steel stand include snagproof legs with 
rolled edges; offset center brace for added 
leg room; heavy gauge steel top; and smart 


pulls the dirt out of type- 
writer type rather than wash- 
ing it into the machine 


YES N A 
BAZ 
Flatten the putty 
\\ by pressing very 


Lie a 


e&raa Z< contemporary design in gray 


, mist green, 
— and desert tan baked-on enamel finishes. 
aN N/ YE a Also available without drawer. For More 
“83 De awe 


. Information Circle No. 138. 
Press it on all of 
the type. Do not 


b fF IN ADDER TAPE WINDER 
u . eA s aX 


Dresser Products, Inc., 1050 Broad St., 
Providence 5, R. I., makes the Add-Tape 

NY N 
ay ‘ Fold the 


NS 


putty 
RY SN upward to origi- 


N nal pyramid shape. 


Cd 
a & ea 


\ 8 


NO MESSY LIQUIDS to remove nail polish, 
spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or coids. 


To make neat erasures—just touch the word 


to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear. 


Retails for 50c each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 


6 ye “eee Manual Folder, Model No. 
BALTIMORE 12,MARYLAND | expensive, 


folder, 


1256, an in- 

convenient hand _ operated 
especially designed to fold miscel- 

For More Information Circle No. 290 
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New..." 2». 
neater way to : 
attach sa 
~ fevisions! 2 


m 


He 
: P 

~, 

ey, B. 

- 

~ 
im “ey, 

* ™* 


“SCOTCH” 810 Permanent Mending Tape! 


Holds invisibly ... mends invisibly... and you can write on it! 


Here’s the modern way to neater, better - looking office records! 
“SCOTCH” 810 Permanent Mending Tape is completely transparent, 
with a special dull-finish surface you can write on with pencil, ink or 
typewriter. And this new tape won’t shrink, won't cloud, won't ooze 
adhesive . . . ideal for valuable documents, books, maps! 

Get the ideal tape for all permanent sealing, attaching, mending jobs 
—‘“SCOTCH” 810 Permanent Mending Tape! 


S REG. U.S. PAT. OFF. 
’ 


BRAND 


810 Permanent 
Mending Tape 


The term “SCOTCH” is a registered trademark of Minnesota Mining and Manufacturing K/ 
Company, St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N. Y. M 
In Canada: P.O. Box 757, London, Ontario. = 


eRODUCT o, 


"€seanc™ 
For More Information Circle No. 187 
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THE FRENCH DEPUTIES ROARED 

As the Bill to allow women to 
vote was up for ao roll call and 
rola Muss! taalel tame ol| telel te) 
knows there is only a tiny differ 


Everyone 


ence between man and woman! 
NOW! You Will Also Cry: 


“VIVA LA DIFFERANCE!” 
When You Compare The Old 
Style ¥" Index Tabbing With 


AICO'S NEW 


1/3” Typerite INDEX TABBING! 


The Difference Is Only 1/24" 
The Thickness Of A Thin Dime! 


BUT YOU SAVE 56% TYPING TIME! 


The Tabs and Insert Strips are type- 
writer spaced. Typists use the line 
space lever. No soft roller required! 





* FREE SAMPLE 


” 
% If you are still buy- 
RR ing the old-fashioned 
poses 34” Size, Write Dept. 
COMPARATIVE SIZES 70, today for Free 

















Sample & Insert 
Strips of the New 
14” Size Tabbing. 


Shown Above Note 
how the differance is 
hordly noticeable 


INDEXES 


43-16 23rd St., Long Island City 1, N.Y. 
426 S. Clinton St., Chicago 7, Illinois 








| through 
| Information Circle No. 395. 
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laneous short tapes into convenient handl- 
ing lengths. The folding arm is properly 
arced to fold safely, and allows easy re- 
moval of tapes from the arm ready for 
filing. It saves time and patience where 
miscellaneous short tapes are used, edited, 
checked and filed. For More Information 
Circle No. 146. 


PHOTOCOPIER 


Nord Mfg. Corp., 366 Jericho Turn- 
pike, Mineola, N. Y., makes the Nord 


| Wizard photocopy machine, designed for 
| simplicity of operation, low initial cost 


and minimum upkeep. It performs all 


| Office copying functions in sizes up to 9” 


x 15”. The single dial control produces 


| copies of letters, documents, books and 


magazines, including colored papers and 
inks, in seconds. Copies can be made 
under modern fluorescent or incandescent 
office illumination. Seven different types 


| of copying papers, in four colors and 


white, can be used. The Wizard is made 


| for heavy duty, continuous performance. 


It is priced at $179 and will be sold 
franchised dealers. For More 


SHEET PROTECTORS 


Cooks’ Inc., Blackwood, N. J., offers 
two types of Ful-Vu Mylar transparent 
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Print Large Solids 
ON TISSUES, COATED AND GUMMED 


and 


Multiliths «350 


5, Die STICKING TO 


PRESS BLANKET 
Rubber Ejector Rollers” 


They guarantee grip and ejection by 
holding paper firmly against impres- 
sion cylinder. 
Delivers finished print job flat, straight; 
no twisting, no buckling. Rubbers are 
interchangeable; last 
for months of con- 
stant use. 3 minutes 
rend. to install. 10 day 

money-back guar- 

“oye 


314°: 1300-2066 $24.95 
Comp Extra rubbers 25c 
set Write for folder. 
Rubber Ejector Roller Company 
46 Mortimer Ave., Babylon, N. Y. 


For More Information Circle No. 364 


*US. & 
Foreign 
Pats 


‘It's CLEAN, QUICK 
and EASY with 


Duplisette m=. 


cory) 


READY-MADE 


SECOND-SHEET 


and 


CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


(CARBON 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, blue, green and goldenrod. 


Send for FREE SAMPLES—today! 


PAPERS WITHOUT | 


Helps prevent wrinkling. | 








DISTRIBUTORSHIPS AVAILABLE 
CARTERET PRINTING COMPANY 
480 CANAL ST., NEW YORK 13, N. Y. = WOrth 6-1454 

For More Information Circle No. 365 
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No eye-splitting glare when 
you use KRAFTBILT Col- 
umnar Pads with E. A. 


ROSS- Seong CO. 
Pa thili l TULSA ‘ OKLA 


| WRITE FOR CATALOG AND ANNUAL USE PLAN 


For More Information Circle No. 366 


WILL NOT REMOVE 
SKIN OILS 


la CoC eisal\ 
with 
TEXOLITE 


THE MOST EFFECTIVE ONE STEP WASH UP 
FOR ALL RUBBER ROLLERS AND BLANKETS. 
LITHO-TEX with Skin conditioner TEXOLITE 
will remove dried ink, gum, glaze, scale, 
pigments, and all foreign substances from 
surfaces and pores of rollers 

also contains 

KRYOLITE THE ANTI-OXIDANT RESTORES TACKINESS 
TO ROLLERS FOR PROPER INK RECEPTIVITY, TRANS- 
FER, AND PREVENTS STRIPPING 

Harmless to all types of rollers and plates 
No residue or bad odor 

MINIMUM WASH-UP TIME 

Non-Toxic, contains no. dangerous chemicals 
Non-explosive, FLASH POINT 130° 

N.Y.F.D. C. of A. No. 2207 


SEND FOR FREE SAMPLE , . . DEPT, OF7 


ROLL-O-GRAPHIC 


ile) ie) 7Nile),| 
133 Prince St., New York, N. Y 


For More Information Circle No. 368 
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TYPE CLEANING MADE EASIER 


with the omozing 


i 


CLEANS 
4 « Typewriters 
* Billing Machines 
* Adding Machines 


Typists ond business 
mochine operotors want 
*Norta Plastic Type Cleaner 
it's easy to use—no mess * Addressing Plates 
= no liquids to spill « Marking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request § write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 


For More Information Circle No. 286 


MANUFACTURERS OF DURALUMINUM 


HOLDERS... 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 287 


“I never thought of myself as a writer, but 
when our new system proved so successful, I 
decided to tell other folks in office manage- 
ment. I wrote the article, had some photos 
taken of the personnel using the new method, 
and sent these with samples of our forms to 
the Editor of THE OFFICE. I received a wel 
come check for my efforts and got a bang 
when I saw my name in print. Readers have 
written me from all parts of the country 
You write up that new system in your 
office. Why don’t you? Send material to The 
Editor, Office Publications Co., 232 Madison 
Ave., New York 16.” 


could 


ROTARY 
FILES 


Hotgs 4s avaiabe 
THE WORLD'S leg 
LARGEST SELECTION [22.000 carer, 
OF MOTORIZED fortably seated ope” 
MANUAL FILING 


an a verage Operator 
EQUIPMENT. 


three seco time of 


ol b 
panies - Teadin ME com 


One nit 


hold 
different record s several 


FERRIS BUSINESS EQUIPMENT zes 


45 Seymour St., Stratford, Conn 


For More Information Circle No. 289 


Each will fit the stand- 
and one, the Univis, will 
fit all 11” x 8%” binders, including Mult- 
O-Ring, 3 ring, 6-ring and 7-ring. Mylar 
has unusually high strength and resistance 
to moisture, will not dry out or become 
brittle with and is inert to  sol- 
vents and chemicals. Ful-Vu Mylar pro- 
tectors are especially designed to display 
sales literature. Not only do they provide 
“glamorous” displays, but they withstand 
rough handling and will not pull out of 
the rings during ordinary use. Due to its 
thinness (.002”) it offers 30% more ca- 
pacity in a standard 3-ring binder. For 
samples and literature, Circle No. 129. 


sleeve protectors. 
ard 3-ring binder 


age, 


SPIRIT ADDRESSING MACHINE 


Rena Buromaschinen-Fabrik GmbH., 
Deisenhofen bei Munchen, West Germany, 
has released its new model A5 addressing 
machine. This latest Rena product uses 
a combination account card and _ spirit 
addressing stencil for its master, having 
in the head an addressing window to 


which, by means of a dry adhesive, the 
addressing field is adhered. The machine 
also has the new capillary method of 
moistening which Rena has incorporated 
in all its models. Use of this new account- 
addressing stencil combines numerous op- 
erations into one for application to a wide 
variety of uses. For More Information 
Circle No, 107. 




















‘CALCULATING MACHINES 


DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 
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LITERATURE 


from the Manufacturers 





Spirit Duplicating Hints 


Hammermill Paper Co., Erie, Pa., offers 
a 16-page booklet, “Duplicator Facts,” 
which describes the spirit and gelatin 
duplicating processes, tells how to prepare 
masters for the best results, and includes 
operating hints for duplicator operators. 
There is also an operating guide chart 
which is handy for trouble shooting when 
results are not as good as expected. For 
a copy of this useful booklet, Circle No. 
151. 





Accounting Short-Cuts 
Answer the Wraps Charles Bruning Co., Dept. 82-G, 4700 


: Montrose Ave., Chicago 41, Ill., offers 
Problem in Offices “Short-Cuts to Accounting,” a 16-page — 


| illustrated booklet which explains how to 


and Waiting Rooms 


These efficient VALET 
Racks keep wraps off wait- BHORTCUTS 
ing room chairs, aired, To ACCOUNTING 

dry and in press. Hold ‘ 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
6 people—ends piling of gar- 
ments on others. Will not tip 
over. Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel, Smart in mod- 
ern baked enamel fin- 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation | speed and simplify paperwork in a broad 
wherever people gather. | range of accounting operations. The book- 
Write for Bulletin OV-10 | let shows how diazotype copying machines 
eliminate re-writing, retyping, and proof- 
reading of repetitive information in vari- 
ous accounting operations. Comparative 
and cumulative reports and schedules, 
VOGEL-PETERSON CO. periodic status reports, consolidated re- 
ALi 3 ports, statements and audits are a few of 

For More Information Circle No. 308 
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the many operations covered. For the 
booklet, Circle No. 148. 


Filing Manual 


Smead Mfg. Co., Hastings, Minn., has 
revised their 24-page instruction manual, 
“Filing Simplified, ” for use by schools in 
the fall term. 
The manual 
presents the fun- 
damentals of fil- 
ing for class or 
self-instruction 
with accent on 
functional appli- 
cations to typi- 
cal office filing 
problems. Rules 
are reduced to 
utmost simpli- 
city and content 
is adjustable to 
class needs and 
time limitations. 








it was prepared in collaboration with 
the Foundation for Business Education 
and its acceptance for classroom in- 
struction is attested by the fact that over 
11,000 copies are presently in use in 
schools throughout the country. For a 
copy, Circle No. 133. 


Whiteprint Machine 


Ozalid Div., General Aniline & Film 
Corp., Johnson City, N. Y., offers a bulle- 
tin describing the Streamliner 200 white- 
print machine, including specifications, ad- 
vantages and features of this low cost, 
full width table model which can be used 
extensively by architects, engineers, sur- 
veyors, schools, government agencies and 
manufacturers large and small. It will ac- 
commodate materials of any length up to 
42” wide. Operation is simple: the con- 
trols (speed, ammonia, on-off) are easy 
to read, reach and work. The unit’s print 
receiving tray will stack materials up to 
24” long. For a copy of the bulletin, 
Circle No. 145. 


‘ONE-TIME 


CARBON PAPERS: for dependable reproduction 


¢ Rolls and flat sheets for carbon forms ¢ Processed carbon for continuous forms ® Spot 
carbon (zone or blockout) in rolls ¢ Non-freeze carbon for freezer forms ¢ Special carbon 
for diazo process forms @ Carbonized paper for checks and tags. 

Ask your forms printer or write us for more information 


jue MANUFACTURING COMPANY * 2531 DEAN AVE., DES MOINES, IOWA 


For More Information Circle No. 302 











#476 Table Series 














ODERN BEAUTY 
STYLED IN WOOD 
by WORDEN of HOLLAND 


WRITE FOR CATALOG AND DETAILS 


| the 





A complete line of conference 
tables, office desks, chairs and 
leather uphoistered furniture. 


WORDEN company 


HOLLAND AIC HI 
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3000 at NACA Conference 


Harold W. Scott, 
partner in the pub- 
lic accounting firm 
of Haskins & Sells, 
Detroit, was elected 
president of the Na- 
tional Assn. of Cost 
Accountants for the 
1957-58 year, at 
their annual meet- 
ing last month dur- 
ing NACA’s 38th 
conference in Washington, D. C. 
3,000 attended the conference. 


Harold W. Scott 


annual 
Some 


NSBB Elects Eckelkamp 

The National So- 
ciety for Business 
Budgeting elected 
Charles H. Eckel- 
kamp, Combustion 
Engineering, Inc., 
New York, _ presi- 
dent for 1957-58 at 
its 7th Annual Con- 
ference in Chicago. 
Other officers are 
H. C. Mason, S. C. 
Johnson & Son, Racine, Wis., Ist vice 
president; Kent R. Crawford, Eli Lilly 
& Co., Indianapolis, secretary; Donald L. 
Cartland, A. B. Dick Co., Chicago, 
treasurer. The society now has 21 chap- 
ters and 819 members Its growth paral- 
lels management’s .growing emphasis on 
sound budgetary practices as an essential 
of modern business planning. The so- 
ciety is cooperating with colleges and uni- 
versities to stimulate interest in budgeting 
as a career, and members are preparing 
a comprehensive textbook on the subject. 


C. H. Eckelkamp 
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Membership is available to those having 
an active interest in budgeting. Informa- 
tion can be had from M. C. Aichholz, 
Box 1, Covington, Ky. 


IASA Officers 


[he Insurance Ac- 
counting & Statisti- 
cal Assn. has elect- 
ed L. M. Cox ol 
Employers Mutual 
Liability Insurance 
Co., Wausau, Wis., 
as its president for 
1957-58. Vice pres- 
idents are James 
Dryer, Standard Ac- 
cident Insurance 
Co., Detroit; E. E. McCandless, United 
Benefit Life Insurance Co., Omaha; 
John Hicks, Fidelity Mutual Life Insurance 
Co., Philadelphia; R. D. Clancy, Liberty 
Mutual Insurance Co., Boston; Erwin 
Wetzel, Allstate Insurance Co., Skokie, 
Ill.; Lowell Rinehart, Nationwide Mutual 
Insurance Co., Columbus, Ohio. L. Jj. 
Hale, Kansas City Life Insurance Co., is 
secretary-treasurer. 


L. M. Cox 


Data Processing Job Standards 


Standards for job titles, job descriptions 
and salary ranges in data processing have 
been established with a study by the Sys- 
tems & Procedures Assn. of America. Un- 
dertaken by their research committee un- 
der chairmanship of F. Walton Wanner, 
copies of the study, “Data Processing 
Manning Analysis,” are available to in- 
terested management from Dar Tisdale, 
executive secretary, Systems & Procedures 
Assn. of America, 4463 Penobscot Bldg., 
Detroit. 


Tue Orrice—August, 1957 





NOSIS Sa Mic ess 


Simple folding machine 
beats girl-time! 


PRM TE 








It takes several girls’ folding by hand to 
match the performance of one girl with this 
small, low cost office folding machine —the 
Pitney-Bowes FH! 

Hand folding is slow, tedious, costly. 
Even with only an occasional folding job, 
the FH soon pays for itself in any office. 
It costs no more than a standard typewriter. 

Simple to operate — anybody can use it. 
Set in seconds, by merely moving two knobs. 
So light it can be moved easily. 

The FH makes two folds at once. With 

The larger FM, fully 


automatic, can fold up 
to 19,000 sheets an hour. . 


re) PITNEY-BOWES 


D 
Folding Machines 


Made by the originator of the postage me- 
ter...102 branch offices, and 302 service 
points in the U.S. and Canada. 


aay 


; 
% 
Pe le Sa See Ree, ashy 


semi-automatic feed, it can double fold 8% 
by 11 inch sheets up to 80 per minute. (Full 
automatic feed, at slight extra cost, even 
faster.) And it will fold stapled sheets. 

It makes eight different folds, works with 
most every weight and finish paper, takes 
sheets as small as 3 by 3 inches, and as large 
as 8% by 14 inches. 

The FH is one of the best buys in office 
equipment today. Ask the nearest Pitney- 
Bowes office for a demonstration. Or send 
coupon for free illustrated booklet. 


PitNEY-BowEeEs INC. 
3424 Walnut St., Stamford, Conn. 


Send free booklet on Folding Machines to: 


Name 


A ddres b) 


' 
‘ 
J 
‘ 
' 
' 
' 
' 
' 
' 
'‘ 
' 
' 
‘ 
' 
' 
' 
' 
' 
‘ 
' 
' 
‘ 
‘ 
' 
' 
‘ 
' 
‘ 
‘ 
‘ 
‘ 
‘ 
‘ 
‘ 
‘ 
' 
‘ 
‘ 
' 
’ 


For More Information Circle No. 217 


THe Orrice—August, 1957 





For efficiency and economy...use 


THE DENNISON LINE 


Flag your needs NOW and order a supply of 
Dennison office aids from your stationer. 


ADDRESSING LABELS 1 NOTARIAL SEALS 


MAILING LABELS, R GUMMED STARS, DOTS, 
PARCEL POST LABELS, REINFORCEMENTS, 
AIR MAIL LABELS INDEX TABS 


PRES-A-PLY LABELS INDEX DIVIDER SETS 
RED BORDERED LABELS COIN MAILING CARDS 
FILE FOLDER LABELS PAPER FASTENERS 
MENDING TAPE KEY TAGS 
CORRECTION STICKERS METAL RIM TAGS 
CORRECTION TAPE (SHIPPING TAGS 


P 
0 


UDA 


Say “Dennison” when you want the best! 


MANUFACTURING COMPANY 


Framingham, Massachusetts 
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Secretaries Study Liberal Arts 


A Liberal Arts Institute for Secretaries 
will be held at the Kellogg Gull Lake Bio- 
logical Station, Gull Lake, Mich., Sept. 
1-14, under sponsorship of the National 
Secretaries Assn. in cooperation with 
Michigan State University. Dr. Mary Vir- 
ginia Moore of Michigan State, education 
consultant for NSA, is director of the 
institute. Attendance is open to members 
of the association who have attained the 
Certified Professional Secretary rating. 


Paperwork Research Awards 


Awards totaling $3,000 will be made 
by the National Records Management 
Council to three individuals for research 
projects into the problems of paperwork 
control and more efficient record keeping, 
it was announced by council president 
Robert A. Shiff. The programs will start 
after Sept. 30, closing date for appli- 
cations, and will be carried on for a three- 
month period under the supervision of 
Richard §S. Parmenter, director of re- 
search. Applications are available through 
colleges and graduate schools of business 
administration, American Records Man- 
agement Assn., National Office Manage- 
ment Assn. and the Systems & Procedures 
Assn. of America, or National Records 
Management Council, 555 Fifth Ave., New 
York 17. 


N. Y. U. Computer Courses 


A new program in electronic data proc- 
essing will be offered this fall by the 
Management Institute of New York Uni- 
versity’s Division of General Education. 
According to Dr. Denis Sinclair Philipps, 
director of the institute, the curriculum 
will offer specialized training in the pro- 
graming and operation of computers for 
those employed in this field. Five eve- 
ning courses will cover the formulation 
and analysis of problems arising in large- 
scale data processing and the choice of 
computer systems for specific groups of 
data processing problems. Information 
can be obtained from Dr. Philipps, Man- 
agement Institute, New York University, 
Washington Sq., New York 3. 
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307 at NABAC Summer School 


The fifth session of the NABAC School 
for Bank Auditors & Controllers opened 
at the University of Wisconsin last month. 
The school has a total enrollment of 
807 bankers from 42 states, the District 
of Columbia, Puerto Rico, Panama, Haiti 
and Alaska. In addition to a graduating 
class of 97 seniors, there are 105 juniors 
and 105 freshmen. According to school 
director Clarence H. Lichtfeldt, control- 
ler and vice president, First Wisconsin 
National Bank, Milwaukee, enrollment is 
limited to approximately 300 banker- 
students. 


Modernize Files in Summer 


Summer is the time for file modern- 
ization, according to R. A. Jonas Jr., 
president, Oxford Filing Supply Co., who 
points out that file activity is low and 
sufficient personnel is generally available 
with less absenteeism. Oxford Pendaflex 
dealers will survey files and make rec- 
ommendations without obligation, so that 
files will be ready for heavy fall and 
winter volume. 


Computer Recorder and Playback 
An electronic data machine that proc- 


esses in a few minutes test data that 
ordinarily requires days or weeks to com- 
pute, will be produced by Minneapolis- 
Honeywell Regulator Co. The two-part 
unit, known as the Instrumentation Digi- 
tal On-Line Transcriber (Idiot II), was 
designed and developed by the Rocketdyne 
division of North American Aviation 
Inc., which has licensed Honeywell to 
manufacture and sell the equipment. 
Henry F. Dever, vice president of Honey- 
well’s Industrial Division, said it can han- 
dle 128 separate pieces of information 
at one time in measuring such conditions 
as temperatures, pressures and _ strains. 
Information is absorbed as electrical sig- 
nals, converted into numbers and record- 
ed on magnetic tape at speeds of 10,- 
000 and upwards per second. Through 
an electronic playback, recordings are 
translated into the language necessary for 
processing by a computer. 








Advertise to 


y | bh DIFFERENT 


MARKETS 


In 1956 $3,303,613 of bookkeeping and accounting ma- 
chines (not including punched card equipment) was ex- 
ported from the United States to France. 61,992 office 
staplers went to Belgium and the Congo. And 
$98,413 of metal office furniture left for Indo- 
nesia. France, Belgium, the Congo and Indo- 
nesia are only four of the 76 countries and 
territories listed below where every autumn 
OFFICE EQUIPMENT EXPORTER 
is enthusiastically received and acted 
upon by office equipment importers, 
a dealers and specialists. These 
Algiers countries buy both high and low 
Arabia . . 
Australia priced items. Get a share of 
a wit this business by advertis- 
Belgium india _ ing in the forthcoming 
«ee indonesia 1957 edition. Write 
ore Gelana today for rates. 
Burma 
Canada 
Ceylon Philippines 


Cyprus , Portuguese Africa 
Denmark eban Puerto Rico 


gypt — ia 
Ethiopia iby South Sea_Islands € 
Finland Luxembourg Southern Rhodesia , 
Formosa Madagascar Sudan ° 
France Madeira Island Surinam ic 
e 








French Africa Malaysia Sweden 

French Guiana Malta Switzerland 

Germany Morocco Syria 

Ghana Nepal Tanganyika 

Gibraltar Netherlands Tunisia ud m nr 
Great Britain & Netherland West Turkey 2 
Northern Ireland Indies Union of South 

Greece New Zealand Africa : 1 

Haiti North Rhodesia Viet Nam 


Here Kens Pelion = ( xporter 
OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 


Circulation over 9,000 
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Many Job Openings 
In Department Stores 


HOUSANDS of job openings, espe- 
cially for beginners, are expected in 
department stores each year, continuing 
into the 1960’s. Increased sales result- 
ing from population and income growth, 
and the establishment of new outlets 
in rapidly growing suburban areas, will “Ow 
require additional workers to operate , 
expanding stores and to staff borne: Saclt- Tu POCKET 
carries I|.D.P. Tape 


Most openings for new workers, how- 
as part of your 


ever, will continue ‘to result from turn- 


; LITHOSTRIP 
over rather than from growth. ET 
The greatest number of job openings a LITHOS 


will be for salespersons; sales-support- | Tole @ ai FORM 
ing workers, such as receiving and 


shipping clerks, checkers, markers, Smart? You bet! Simple? Take a look! Per- 


wrappers, packers and deliverymen; fect transportation keeps your important 
and clerical workers. In addition, a 1.D.P. tape safe and permanently identi- 


continuing demand is expected for 
qualified young people to train for 


fied in the “mother form” unit. 
PREVENT Jost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 


—- pone. We'll make the pocket fit 1.D.P. TAPE or 
[These are some of the conclu- PUNCHED CARDS . .. on the back of any 


sions of a report on the Employment copy in your Continuous or Unit Form sets. 
FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 


AmeRiCa 


$00 BITTNER ST ST. LOUIS 15. MO 
ror More intormation Uircie INO. 313 








SALESPERSONS 





6% HOME STUDY COURSE 
OTHER IN PROGRAMMING 
-Seeeccepa es ELECTRONIC COMPUTERS 


“Programming for Business Computers” is now 
available to teach inexperienced people to develop 
and program electronic systems for business prob- 
lems. It is based on a similar course members 
of the firm developed and are teaching at a large 
University. 

Free Brochures describing i ee are — 
J. S. Dept. 2 or Statistics upon request from BUS ELECTR 
galling: bo 9, sclqceampnaanNs INC., Computer Department, 420 Market Street, 
Over 800,000 work full-time in department San Francisco 11, California. 

stores. A_ half-million are added in Dec. 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES + OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 


Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for Complete Catalog 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 
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Outlook in Department Store Occupa- 
tions, published by the Dept. of Labor’s 
Bureau of Labor Statistics. 

More than 800,000 people work in 
2700 department stores throughout the 
nation. A quarter of them are clerical 
workers and management personnel. 
Even the largest segment, salespersons, 
do some clerical work, using forms 
such as salesbooks and operating nu- 


| merous types of cash and sales register- 


ing machines. Approximately two of 
every three employees are women and 
many women hold managerial and 
executive jobs. 


Offices Need Help, But 
Won’t Hire Older People 


IRST RESISTANCE in hiring, due 
F to age, is felt by men who are 30. 
This is very slight and does not develop 
appreciably until about the age of 45. 
By the time a man reaches 50, about 
42% of hiring companies are barred 
to him. Yet, nearly 57% of these com- 
panies indicate that the man of 50 has 
not passed the upper age limit of great- 
est productivity. At 55, finding new 
employment is almost impossible be- 
cause this is above the maximum hiring 
age of more than 65% of business 
firms. 

These findings are based on replies 
from 121 different companies surveyed 
by the Office Executives Assn. of New 
York. For women, the first resistance 
in hiring comes at 35. By 45, one out 
of four firms consider her too old to 


| employ. Yet, 40% of the companies 


said that a woman of 45 still has at 
least five more years to go before pass- 
ing the upper limit of productivity, At 
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to remember 
Apsco penci! sharpeners 
and desk accessories 
combine three factors of 
prime importance to the 
office equipment buyer: 
Efficiency, durability, and 
economy.That’s why this 
year, aS every year, more 
requisitions specify: 


APSCO...America’s Office Choice! 


Apsco products inc. 
les Angeles, California 
Rockford, Winois + Torente, Conade 


For More Information Circle No. 278 


It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 
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COFFIELD EVERLASTING 


Interchangeable ORGANIZATION 
) CHART 


ELIMINATES 
Costly Drafting 


—_r ATION CHART 


eg 
sie 











A typist, a type- 


writer and typ- 


| ing paper are all 


you need to keep 
your chart up to 
date. It’s that 


simple! 


| @ Sizes to Fit Any Organiza- 


tion Structure 

@ All Parts Are Movable and 
Re-usable 

@ Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No, O-8 


| MANAGEMENT CONTROL CHARTS CO, 


1731 N. WELLS ST., CHICAGO 14, ILL. 
For More Information Circle No. 280 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SoRTKWIK 


between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier. Long lasting supply... 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept. 0-8, 2736 Lyndale Ave. So., Minneapolis, Minn. 
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Elmer L. Winter, 
president, Man- 
power, Inc; TV 
star Arlene Francis, 
and Alice Leopold, 
director of the Dept. 
of Labor’s Women’s 
Bureau, who ap- 
peared on NBC’s 
Home Show. Mr. 
Winter told listen- 
ers, “Maturity in a 
woman worker is an 
asset. Older women 
are efficient and re- 
liable, and have 
helped Manpower 
grow from one to 
over 100 offices in 
nine years.” 


between 30 and 45, 
the top range of productivity is be- 
tween 30 and 45. For women, the 


50, women have passed the maximum while 44% claimed 
hiring age of about 56% of the com- 


panies. 


Men mature slower than women, ac- 
cording to the survey. The age range 
for desirable men employees is from 
25-30 to 40-55. Nearly 63% said that 


range is from 20-30 to 40-50. 

In most cases, the jobs offered to 
older people do not require the knowl- 
edge and experience which many of 


a man begins to be highly productive these people possess. Generally, men 





Get your free copy of new 

1957 copyrighted illustrated 

price catalog showing the 

largest line of N.C.R. forms 

ever presented. These no car 

bon required forms include 

N.C.R. snapsets,—flat and fold 

over statements,—one part fold 

over and the finest N.C.R. line 

find statement being made. Other 

items in the N.C.R. line are three part reply sets,—letersets, 

—and blank sets for imprinting. Also shown are many of 
the above in carbon interleaved style. 

Sold only through distributors and printers who should 

write on their letterheads, today, now, for their free copy 

of this very new catalog to: 


PUL Cutinebe Soume MFG. CO. 


329 WEST COURT ST. CINCINNATI 2, OHIO 


For More Information Circle No. 256 
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are offered menial work at low salaries, 


requiring little or no skill. Women fare | 
slightly better because business uses | 


their shorthand and typing skills. An 


older man might expect $47-$50 a | 
week while a woman receives $50-$73, | 


according to OEANY’s survey. 

In their answers to a series of ques- 
tions in the survey, business firms did 
not blame turnover or absenteeism as 
a reason for not hiring older workers. 
The majority indicated that mixing 


young and older workers had no ad- | 
verse affect on the younger workers’ | 
morale, even where younger supervi- | 


sory personnel are over older workers. 


More than two out of three firms said | 
that hiring older workers does not in- | 


crease benefit costs. In some cases, 
those that said costs (such as pension 
plans) were increased, added that it 


was worth it because of the older per- | 


sons’ reliability and productivity. Some 


firms waive pension rights when hiring | 


older workers. 


The conclusion drawn from the re- | 
sults of this survey are that many busi- | 
nesses fail to make adequate use of a | 
reservoir of available talent, despite a | 


critical shortage of clerical help. This 
is apparent through the many contra- 
dictions of the usual “excuses” given 
for not hiring older people. OEANY 


said the replies indicated a “relatively | 
inconsistent pattern for maximum hir- | 
ing age and productivity while showing | 


a definite pattern repudiating the ‘logi- 


cal’ reasons for the establishment of a 

maximum hiring age.” The additional | 
10 to 15 years of working age before | 
retirement, of the many unemployed | 


older people, is a source of talent now 
being wasted. 


BUY New Pocket 


“SIDE SADDLE 
STAPLER" for 


regular desk work, 
saddle stitching, splic- 
ing, tacking, long 

hard reach jobs, als 


plier type use. 


LANSDALE 
1-10) 8) 0. on 8-95 O10)- 1-10). 7B 8 1O)) | 





BOX 568 LANSDALE, PA. 
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NO MORE MESSY BLACK INK! 
"2, 


S 


INKLESS 
MIMEOGRAPHING 


coming your way soon with 


DIAGRAPHY 


STENCIL DUPLICATING ® 
COMPOUND 


Another Outstanding Product of 


THE PRINT-O-MATIC CO., INC. 


24 W WASHINGT 


New 


For More Information Circle No. 240 


® OD PROBLEMS 


3 PHON SOLVED ——, 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 


Room 710 
New York 16 
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WORLD 
Alois 
SERVICE 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 
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If it doesn't carry the Underwriters’ Labora- 
tories label it probably isn’t safe at all. In 

a severe office fire it would probably act as 
an incinerator. It's shocking but 43 out of 100 
firms losing their records in a fire never 
reopen. Don’t risk its happening to you. Keep 
your records in a Meilink A label safe. 
There is no safer safe in the whole wide 
world. See your Meilink dealer or write 
for folder to Meilink Steel Safe 
Company, Toledo 6, Ohio. - 


, 
with Msuwk ti for Reops 
Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 











Zone— 








City. State——____—_ 
Lee eere a we meee eae 


For More Information Circle No. 255 
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Dress for Work 


‘ontinued from page 114) 


way. It was simply an opportunity for 
business to come into the school and 


| see what a regular day of commercial 
| training was, and also to see the kind 


of equipment we were working with. 
The enthusiastic commendation that 


| the visitors gave the pupils certainly left 


no doubt in our minds that we had done 


| something that needed to be done. All 
| who visited us were unanimous in this 


opinion. 

We think this proves several things, 
not the least of which is that if we set 
& standard of dress for our business 


| course pupils to adhere to, they will 


respond. They are anxious to participate 
and to do what is correct. Too often we 


| fail to set a goal that is plain, or we 
do not give the pupils a logical and 
| purposeful path to follow to attain the 


end that we so diligently make obscure. 
Our pupils wanted to know why we 


| couldn’t have these kind of “days” 


more often, or why, in lieu of that, we 
could not set a higher standard of dress 


| for all times. Because of this, we are 
| firmly convinced that if any employer 
| finds himself faced with a problem of 


sloppy dress he must look to himself 
alone for the reason. If he sets a stand- 
ard for new employees, they will meas- 
ure up to it. When youngsters first 


| enter business they are starry-eyed with 


success at finding their first job — 
dazzled by the intricate processes we 


| call office routine—and fully amenable 


to their employer’s suggestions. They 


| have just finished twelve years of reach- 
| ing for and measuring up to standards 


set by the schools, and their habits can 
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be easily perpetuated when they go into 
the office. If they develop sloppy and 
careless ways, it is because they have a 
superior who is willing to accept work 
and dress of that kind. 

There has been a very noticeable 
improvement in the dress of all com- 
mercial pupils since our experiment. In 
the estimation of the administrators of 
the school, there has been a general im- 
provement throughout all departments 
with specific requests from other de- 
partments within the school that they 
be given a special dress-up day. 

It is our wish, as teachers directly 
concerned with the preparation of 
pupils for entrance into business, that 
closer cooperation should be established 
between the businessman and the com- 
mercial ee of our schools. 


Through a closer relationship, we in 
the schools could be of even greater 
service to business — over and above 
the training in basic skills. And never 
lose track of the fact that businesses 
in every community can be of far 
greater assistance to the commercial de- 
partments of the schools than they have 
been. 

We plan to “do it again” next year. 
We have a large folder of letters from 
businessmen who visited us, and many 
from businessmen who heard about it, 
all telling us that our idea was good 
and urging us to continue it as an an- 
nual affair. “Dress for Business Day” 
was a success, and perhaps we have 
started something that can spread. It 
can, if business in other communities 
will help their local schools put it over. 





if you specify 


manufactured by 





SOUTHERN FOLDER & INDEX CO., INC. 


El Dorado, Arkansas 


you will be assured of the highest quality and prompt service 
7A Guide or r Folder For Your Every Need — When You Need It” 


For More’ Information| Circle No. 301 3 





ONE-TIME ea Reeuna 


Increase Efficiency, Reduce Costs 


_— 


Sold through our Dealers only... 


“ ___ DEALERS: Liberal Discounts — Delivery you can depend 

? Rony on. All forms carry YOUR imprint. No inventory, equip- 
ment, shipping or warehouse costs. Write TODAY to 

New Dealer, Dept. 1, 1600 E. 26th St. Little Rock, Ark. 








INTERNATIONAL BUSINESS FORMS 
N CORPORATE D 


1600 E 


26TH STREET -« 


LITTLE ROCK, ARKANSAS 
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Davidson Corp. Sales Manager 


Nicholas Orlando 
Jr. was named sales 
manager of David- 
son Corp., a subsid- 
iary of Mergenthaler 
Linotype Co. The 
appointment was an- 
nounced by W. W. 
Davidson Jr., ex- 
ecutive vice presi- 
dent of the corpora- 


Nicholas 1 a ‘ ; 
seeeades tion. Since 1956 


when he joined the company, Mr. Or- 


has been assistant to the execu- 
tive vice president, in charge of field 
sales. He has a wide background of 20 
years’ experience in the graphic arts and 
office machine fields. He began his 
career in the printing department of Na- 
tional Credit Office, New York, in 1937. 
Later, he joined the sales staff of In- 
ternational Business Machines Corp. He 
was promoted to New York branch man- 
ager in 1950 and subsequently was named 
special representative for national ac- 
counts and sales promotion. In 1953 
he became New York sales manager for 
Victor Adding Machine Co. 


Dictet in Design Exhibit 


Dictaphone Corporation’s Dictet Re- 
corder and Dictet Typer were chosen by 
the American Society of Industrial De- 
signers as examples of outstanding Amer- 
ican industrial design for exhibition dur- 
ing the Triennale in Milan, Italy, from 
now until Nov. 2. The United States ex- 
hibit is entitled “Communications at Home 
and at Work.” 


lando 
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Accounting Machine Managers 


Monroe Calculating Machine Co. an- 
nounces eight managerial appointments in 
its recently established accounting machine 
sales program. Named branch account- 
ing machine sales managers were: John 
H. Adams, Birmingham; James C. Down- 
ing, New Orleans; John A. Dunaway, 
Newark, N. J.; Baxter B. Kirkpatrick, 
Memphis: Roland W. Sasser, Greenville, 
S. C.; Richard D. Scott, Kansas City, 
Mo.; Donald E. Wickert, Bridgeport, 
Conn.; and Claude A. Woodward, AIl- 
bany, N. Y. 


Annual NOMDA Meeting 


National Office | 
Machine Dealers 
Assn. held a’ highly 
successful 32nd an- 
nual convention and 
exhibit June 30-July 
3 in Pittsburgh. 
Panel discussions, 
lectures and sessions 
on specific office ma- 
chines, selling and 
advertising, were 
well attended. There were over 50 manu- 
facturers’ exhibits primarily of domestic 
and imported mac. ines, but also including 
a few office furr. we and supply prod- 
ucts. Over 500 new members have joined 
the association since last year’s conven- 
tion, making a total membership of ap- 
proximately 1900. The new president is 
Harold E. Steinke, Upper Darby, Pa.; first 
vice president Charles S. Meyers, Miami. 
Fla. Next annual meeting will be June 
29-July 2, 1958, Hotel Schroeder, Mil- 


¥ ‘ 
Harold E. Steinke 
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The Famous 


ACCO 
PUNCHES 


No’s. 10 and 110 


Cen is in fashion! And you'll 
find new eye appeal, new style attrac- 
tion, in these famous Acco products. 
We’ve dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 
to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn’t 
yet secured a color assortment, write 
us his name and we'll see that you are 
supplied. 


ACCOBIND folders _ ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 218 
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LERS AND BLANKETS 


-LITH ROL 
MERCURY-LITH aun se 


for Multilith printing 


URY-GRAPH ROLLERS 
9 machines 


el 


If you want your duplicating machines to 
produce jobs as fine as those run on big 
printing presses, you’ve got to have rollers 
and blankets that are really accurate. 
Mercury products give you this kind of 
performance because they are built exactly 
like the rollers and blankets this company 
makes for the world’s largest printing or 
lithograph plants. Nothing else is “just as 
good.” 


RAPID ROLLER COMPANY 


FEDERAL AT 26th STREET CHICAGO 16, ILL. 
Eastern Sales Office & Warehouse: 218-224 Elizabeth Ave. . Newark 8,N.J. 


For More Information Circle No. 188 
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MERC we 
for Multigraph duplicatin 





National Cash Register 
Company’s booth at the 
NOMDA Convention. L. to 
r.: Norman Brucks, NCR; 
Ralph Newmeyer, National 
Typewriter Co., Hartford; 
Bob McCarthy, NCR; Rosa- 
lie Culp, later chosen Miss 
Pennsylvania; and George 
D. Scheel, NCR adding ma- 
chine division dealer sales 
manager. 


waukee. Further information and details 
available from executive secretary, Harold 
Mann, 1542 Hillhurst Ave., Los Angeles 
eB 


Joins } Se Equipment Firms 


Miller - Lauffer 
Printing Equipment 
Corp. and Hobson 
Miller Machinery 
Corp. announced 
the appointment of 
Alvin Arnell as sales 
and general manager 
of both  corpora- 
tions. Mr. Arnell, 
formerly advertising 
and sales promotion 
director of Standard Instrument Corp., has 
begun a complete sales and advertising 
program to promote the ML High Speed 
Envelope Press which prints up to 80,000 


Alvin Arnell 


envelopes per hour and the Hobson Ro- 
tary. The Miller-Lauffer Corp. also will 
introduce their Tally-Tab 1000 automatic 
counter and tabber, and a complete line 
of high speed predetermined counters. 


Harris-Intertype Officers 


Harris-Intertype Corp. has elected presi- 
dents to head its two major operating di- 
visions, it was announced by George S. 
Dively, chairman and president. George 
C. Houck is president of Harris-Seybold 
Co., which continues under the former 
name as a division of Harris-Intertype. 
He was previously vice president and 
general manager of Harris-Seybold, and 
continues as a vice president and director 
of Harris-Intertype. Harry G. Willnus, 
who was president of Intertype Corp., 
continues as president of the Intertype 
Co. division, and is a vice president and 
director of Harris-Intertype. Harris-Sey- 


General Binding Corp. moved into its new plant at 1101 Skokie Highway, Northbrook, 
Ill., last month. The ultra modern structure, on a 30-acre wooded site in this Chicago 


suburb, houses general offices and plant. 


William N. Lane, GBC president, said it 


provides over 300% more work area, needed to handle the increased production volume 
to meet demands for GBC binding equipment and Rex-O-Graph duplicators. 
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IT’S VISIBLE SECRETARIES ACCLAIM 
MODEL 41C The ALL NEW 


CARBON COPIES SES reconite 
er AM FOLDING COPYHOLDER 


MACHINE 
Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 











Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 


; 6 4 1 and light conditions. Never in the way. 
Folds behind typewriter when not in use. 
Facsimile Tmpression Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 


AMERICAN NUMBERING MACHINE CO. menos ap ehonier 


BROOKLYN 8, NEW YORK 38 Mt. Hope Avenue © Rochester 20, N. Y. 
Bronch—105 W. Madison St., Chicago 2, Ili 

















For More Information Circle No. 189 For ‘More Information Circle” No. 191 





Eliminate | DOCTOR-LAWYER-ACCOUNTANT-CHIEF ? 
: NO FILE TOO weibace | 
Dangerous, 1 oe ror Smith 


Messy LMM | PROJECTING G 
Wires A SIGNALS 


@ Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 


Use ELECTRIDUCT @ Available in '/," to 2" widths. Stocked in 


. choice of 12 plain colors or printed 
New Over-the-Floor Extension Cord snkste, debe. tan ot the suak. 
Safe, Stumbleproof, Unobstructive weeks, months, and numbers. 


In Lengths of 4, 5, 6 and 10 ft, Also Spe- See your office supply dealer or write 


ial Lengths, No Installation Necessary. 
‘ Write for FREE Circular O-ED57 CHARLES 3s C. SMITH, INC. 


CMG INDUSTRIES : IDEAS, INC. For more than 50 years, a complete line 
615 South 2nd St., Laramie, Wyoming of time-saving signals and indexes 
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Erik A. Ohlsson (seated), 
president, Facit, Inc., pre- 
sents plaques to three win- 
ners at the halfway point in . 
the Facit Olympics. L. to r.: 
Mr. and Mrs. John W. Car- 
rell; Mr. and Mrs. Walter 
Holman; and Mr. and Mrs. 
John Vero. The sales con- 
test for distributors of Facit 
calculators, Odhner adding 
machines and Halda type- 
writers offers a 10-day tour 
of Sweden to grand prize 
winner. 


bold’s subsidiaries, Cottrell Co., Westerly, 
R. L; Lithoplate, Inc., Los Angeles, and 
Macey Co., Cleveland, as well as Inter- 
type’s British subsidiary, Intertype, Ltd., 
continue as wholly owned subsidiaries of 
Harris-Intertype. 


New West Coast Plant 

A new fabricating plant, to serve the 
11 Western states, has been opened by 
National Vulcanized ‘Fibre Co. in Los 


UNBEATABLE 


CODO MANUFACTURING CORPORATION 
Leetsdale, Pennsylvania 


et a * 
Equipped to fabricate all Na- 
tional plastics, including laminates, ny- 
lon and vulcanized fibre, the plant in- 
creases the company’s overall capacity by 
more than 10%. Other plants are lo- 
cated in the company’s headquarters city 
of Wilmington, Dela., and in Chicago, 
Johnson City, N. Y., and Toronto, Can- 
ada. John Macadam is superintendent 
and engineering consultant at the west 
coast plant. 


Angeles. 





COMBINATION! 
SUPER-KOTE 


Code CARBON PAPER 


with the conaamaaien treatment 


oeanieve 
haa CARBON GRIPPER 


Nothing else equals this combina- 
tion for superior impressions — and 
it is available only from Codo! 


Coen GE GND GED GED CED CHEN CRD GUND GED CID 





Address. 





TRY THEM! 


Type name on your letter- 


| 
i 
| 
| Name 
| 
| 
| 
1 


State. 


Zone 








Dis 


head for free samples. 





iiss cote cetriiennenstenntatiethitedh caipstenlintbinees siuhdnaiciaabiatipasiel 
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a new idea in metal chair design 


1 
: 


\ 


new beauty plus o unique 


old flared-back sweep 
which eliminates 
scuffing contact 
ith wall... 
Protects both chair 
f Bock and wall 


M.1000 FBL 
Arm Leg Choir 


METAL-LUX 


This trim-lined ultra-modern metal chair 
group combines a streamlined design of 
unusual beauty with useful function 
(chair backs cannot scuff walls). An ideal 
chair for use in lobbies, reception rooms 
or offices. The armchair features deluxe 
spring seat construction and Tenite 

arm rests. Side chairs are available with 
spring or padded seat. Lifetime frame 
construction and flawless finish make these 
fine chairs virtually indestructible. The 
“Swept-Back"’ group is designed for 
large volume sales and profits. Write 
today for the full descriptive details 


M-7000 FBL 
Side Chair 
(Padded Seat) 


M-3000 FBL 
Side Chair 
(Spring Seat) 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicage 12, Hlinois 


e 
oe there is nothing finer in metal 
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| them more than 13 years. 
| makes fountain pens, ballpoints, pen-and- 


Mrs. Bert M. Morris’ 30th Year 


Thirty summers ago, Bert M. and Alice 
Morris arrived in Los Angeles with llc, 
a 1923 Buick roadster and an intense 
desire to succeed in the office supply busi- 
ness. The newlyweds borrowed $40 to 
rent an apartment and a typewriter. They 
became western representatives for several 
lines and, in 1930, produced the first 
Morriset unit. Bert traveled the coun- 
try selling, while Alice and one girl as- 
sembled the desk sets. The business grew 
rapidly, and two beautiful daughters 
were born to the Morrises. Today, Bert 
M. Morris Co. occupies 23,000 sq. ft. 
of manufacturing space in western Los 
Angeles, employs 50 people and _ ships 
throughout the world. Mrs. Morris be- 
came president of the firm following 
the death of her husband in 1952. F. L. 
Schaeffer, general manager, has been with 
The company 


ink sets, letter trays, ashtrays, rubber 
stamp racks and electric pencil sharpen- 
ers 


Fred E. May (left), president and general 
manager of Rising Paper Co., received a 
testimonial scroll signed by paper mer- 
chants throughout the country to com- 
memorate Mr. May’s 50 years in the fine 
paper industry. John Kittredge of Rising’s 
sales organization made the presentation. 
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service 


,not a promise but a fact 


at Consolidated 


Consolidated offers the widest 
range of business forms for 
every purpose — standard 
stock forms, tabulating 
forms, W-2 and other tax 
forms, and custom - printed 
forms to meet specifications. 
Write for Catalog Aor send 
sample forms for quotation. 


CONSOLIDATED 
BUSINESS SYSTEMS, INC. 


30 Vesey St., N.Y. 7, N.Y.  BArclay 7-3687 
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EVER-SAFE 


Trade Mark Reg. 


OFFICE SAFE 


FIRE PROTECTION for records and valu- 
ables. Ideal for small offices, professional 
men and homes. Yale comb. 4-point bolt 
lock. Equipped with cash drawer. Inside 
dimensions 13” wide, 15” high, 10” deep. 
Wt. 125 Ibs. Furnace tested 1 hour 1700° F. 


MIDWESTERN MANUFACTURING CORP. 
Indianapolis, Indiana 


“Safety is our Business’’ 














For More Information Circle No. 221 
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“Old Faithful” | 


Allen’s been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line. 





ORCC C CCE HeeeeEe 


CARBON PAPER INKED RIBBONS 


ea) ALLEN & COMPANY 


\) MANUFACTURERS 
—_ 





7aN 


DIVISION Of DIXON CARBON & RIBBON CORP. . 


11-13 VANDEWATER ST, NEW YORK 28,N. ¥. 


__ For. More Information Circle ‘No. 222, 
ee ee 


ELIMINATE COSTLY, TIME- 
CONSUMING "FARMING OUT"! 


\ 


Anyone can operate a PIONEER PAPER DRILL. A 
production machine with such quick set-up that 
short runs are a special delight. The small invest- 
ment is soon repaid and then goes on making money 
for you instead of someone else. You pay for a 
PIONEER whether you buy one or not. Accessories 
for cornering, slotting and slitting, Send for litera- 


ture today. 
PIONEER 


1130 NEBRASKA ° TOLEDO 7, OHIO 
PS LE RR 
For More Information Circle No. 223 
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al | Carbon-Ribbon Firm Modernizes 
The world’s smallest Saye ci 
—— As a wholly-owned subsidiary of Cur- 


and most economical | tis-Young Corp., 110 West 18th St., New 
York, U. S. Carbon & Ribbon Mfg. Co., 


adding SWIFT | 621 Cherry St., Philadelphia, is being re- 
. modelled and modernized. Newly designed 
machine... ribbon inking and winding equipment has 


been installed in the plant and the firm 
SWIFT BUSINESS MACHINES CORP. imports, cuts, and finishes its own fabrics. 
GREAT BARRINGTON, MASSACHUSETTS Completely new slitting and edging equip- 
For More Information Circle No. 309 ment has been installed to produce a se- 
‘pine cure ribbon edge in typewriter ribbons. 
ie : New slitting and shaping machines for 
“I do laborless filing, in making carbon paper ribbons are in opera- 
half the time-with tion. Two modern carbon coating ma- 
CORRES-FILE ® chines which print, coat and back-treat in 
I love it!” one operation have been added, making a 
Sag “ total of six carbon making units in the 
plant. John Nagy was appointed general 
| manager. He has been with the company 
for the past 16 years as plant superintend- 
ent and his advancement is part of a gen- 
eral realignment of the company’s person- 
nel. The firm occupies a six-story, 24,000- 
sq. ft. building. 


To Market Fordigraph 


Fordigraph Corp. of America, 387 
CORRES-FILE increases efficiency — saves | Fourth Ave., New York 16, has been 
time (50%) and money—improves employee | organized to market the portable Fordi- 
morale, by taking the file clerk out of the | graph 100 Spirit Duplicator which was 
laboring class! PATENTED | described on page 128 of the July issue 

Sut of THE OFFICE. Complete data on this 


machine can be had from above address. 
TIME, LABOR and cy & ee 
up to 40% in SPACE! 





a 
Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


Pnone Westport, CA 7-4111, or mail coupon. 
Please send free Booklet on CORRES-FILE 


Stanley C. Allyn (right), chairman, Na- 
tional Cash Register Co., was named 
Address ______- ------ | “Business Statesman of the Year” by the 
0 | | National Sales Executives Club. Glenn R. 

Fouche made the award presentation. 


Company _ 


For More Information Circle No. 341 
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Enters Office Furniture Field 
Columbia Steel Equipment Co., Fort 
Washington, Pa., has joined the group 
of companies owned by Standard Pressed 
Steel Co., Jenkintown, Pa. John F. Em- 
hardt, president of Columbia, and H. 
Thomas Hallowell Jr., president of Stand- 
ard, announced jointly that no changes 
are contemplated in the management, per- 
sonnel or sales policies of either company. 


Desk Machines Here to Stay 

Giant electronic “brains” will never 
replace simple, desk-size calculators and 
figuring machines, says A. C. Buehler, 
president of Victor Adding Machine Co., 
maker of both conventional and elec- 
tronic equipment. He sees confirma- 
tion of his belief, in part, in the rising 
sales of his desk calculating machines 
that “divide, multiply, add or subtract 
automatically with a flick of a _ single 
key” yet “take littlke more space than 
a letterhead.” Mr. Buehler predicts 


“competitive coexistence” between the 
electronic giants and the smaller ma- 
chines which he terms “indispensable to 
business both large and small.” He be- 
Jieves the smaller machines meet a defi- 
nite need which the computers can never 


fill. 


Forms Design Organization 


Devoted exclusively to the design and 
reproduction of forms for business systems, 
Forms Development Corp. has been estab- 
lished in the Civic Center Bldg., Leonard 
& Lafayette Sts.. New York. Headed by 
Arthur C. Pforzheimer, specialist in print- 
ing and engineering administration, the 
firm offers creative production service for 
forms systems, including carbon _inter- 
leaved, spot carbon and other techniques, 
and provides custom-tailored service en- 
compassing forms design and control, re- 
search, testing, work fiow and time studies 
along with complete mass _ reproduction 
facilities. 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


HORDER'’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, Ill. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 291 
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JANRUS DICTATING 
TAPE-RECORDER 


IT’S THE 
“2.WAY”’ 


JANRUS DICTATING 
TAPE-RECORDER 


A Terrific Dictating- 
Transcribing Tape 
Recording Machine 
AT A 
FABULOUS 
LOW-LOW PRICE!!! 





Yes sir—we have it now— 
The latest model 1957 2-way 
dictating-transcribing machine 
that every business— 
every professional man 
cannot afford to be without— 


TAPES AVAILABLE 
FOR OUR MACHINES 
AND OTHER SIMILAR MAKES— 


TERRITORIES STILL OPEN! 
WRITE US FOR EXCLUSIVE 
ARRANGEMENTS!!! 


JANRUS INTERNATIONAL LTD. 


37 West 47th Street 
New York 36, N. Y. 














For More Information Circle No. 307 
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B. H. Bunn’s 50th Year 
The B. H. Bunn 


| Company, manufac- 
turer of Bunn Pack- 


| 
} 
| 
| 
| 
| 


} 
| 
| 


age Tying Machines, 

marks its golden an- 

niversary this year. 

On July 11, the com- 

pany held open 

house at its plant, 

7605 Vincennes ‘ 

Ave., Chicago. Com- = it Dome 
pany sales represent- 

atives from all over the U. S., Australia, 
England and Canada, held a special golden 


| anniversary meeting. 





Virtually unchanged in basic design, the 
machines built by Benjamin H. Bunn to- 
day are more specialized versions of the 
first machine, an idea Mr. Bunn had when 
he was in high school. More than 10,000 
industrial users of the machine employ 
it in twine tying products and no sizable 
U. S. Post Office is without one to tie 
bundles of mail. Modifications of the Bunn 


| machine will handle any size parcel post 


package. Other developments include an 
automatic turntable tyer, an automatic 
lump tyer (for American Tobacco Co.), 
a machine to tie through rings of rolled 
wire, flexible pipe or other rolled ma- 


| terial, a machine to tie bundles of money 


in banks, and a_ two-wrap' manual 
cross tier with which a package can be 
tied in any of three different ways. 


ie > 
Benjamin Bunn made his first tying ma- 
chine by hand in 1907. Today B. H. Bunn 
machines are made for a wide variety of 
tying jobs. 
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A LIGHT TOUCH 


7 makes Substantially Reduces 
fj NEAT ERASURES , ae 


RU. SH- of Keyboard Graphotypes 


=f YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy SOUNTROL Noise Reducing Hoods, the re- 


to use asa pencil, with long- sult of many years’ soeperes a acoustic 
act . aaitaiee > engineers, protect workers rom tiring 
lasting propel-repel refills. por a tn La production and work ac- 


, } curacy. Your Graphotypes can be relo- 
Order from your dealer or | cated for better work flow when noise is 


send 50¢ and dealer’s name, eliminated and machine's gomeeeance is 
| improved. SOUNTROL Noise educing 

THE ERASER co., INC, } Hoods do not increase floorspace, retard 
1068 S. Clinton St., Syracuse 4, N. Y. ventilation nor interfere with machine serv- 
icing, Write for full information today! 

















tral + or_More Information Circle No. 248 JARDIN ASSOCIATES, INC. 


a 7 75 Maiden Lane, New York 7, N.Y. 
e Tolet youknow — 
* — 














supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


G2-25-15 


RITE-LINE copyvuo.iper 


° . 
J C2-201L. * SAVES EYESTRAIN * TAKES COPY UP TO 20” 
* PROMOTES ACCURACY «HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 
¢ LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


| 
| 
| RITE-LINE CORPORATION 
| 








a PROMPT AND EFFICIENT SERVICE GUARANTEED 
Send for our illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO. LTD. 


Head Office: 30 NEW BRIDGE STREET, LONDON, E.CA 
For More Information Circle No. 249 For More Information Circle No. 251 


4209 39th St., N. W., Washington 16, D. C 
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RENA SUPER 
ELECTRIC 


RENA 
HAND ADDRESSING MACHINE 


RENA 
ADRESSETTE 


en 


SPIRIT ADDRESSING MACHINES 


A profitable sales program is 
offered to good distributors. 


RENA 


BUROMASCHINEN-FABRIK 
DEISENHOFEN BE! MUNCHEN 
WEST GERMANY 


Genera: Agent tor the U, &.; DU FRiNid, inc. 
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1502 South Main St., Los Angeles 15, Calif. 
For More Information Circle No. 346 


There is also a three-wrap cross-tie for 
making one wrap the long way and 
_two wraps the short way with cross and 
one knot. All machines automatically ad- 
just to correct tension for any size ob- 
ject. The Bunn Supply Co. supplies 
customers with the best grade of twine. 


Port Huron Representative 


Port Huron Sul- 
phite & Paper Co. 
announces the ap- 
pointment of James 
E. Craft as sales 
representative for 
the Carbon Paper 
Products Division. 
Mr. Craft has a 
practical knowl- é ‘ 
edge of the graphic Sones Ee. Ce 
arts industry 
He is well qualified to handle the company’s 
sales of one-time and pencil carbons as 
well as the fast growing Huron Copy- 
sette product. 


Victor Service Training 

Better-than-ever service to adding ma- 
chine and calculator users is the object 
of service training decentralization, an- 
nounced by Victor Adding Machine Co 
Five regional service trainers were ap- 
pointed to bring factory know-how closer 
to the men in the field, according to A. S. 
Ballay, director of service. Training Victor 
servicemen, in cooperation with dealers 
and branch service managers, are: Michael 
Legenza, central region; James Cooley, 
eastern region; Homer Belt, Great Lakes 
region; Leslie Mattern, southern region; 
| William Henderson, Canada. A western 

| region trainer will be appointed later. 


| 


| Esso Market Data Center 


Esso Standard Oil Co. will build a mar- 

| keting data processing center in a Bal- 
timore suburb to serve all the company’s 
sales divisions in 18 states. Esso’s ten 
sales division headquarters will send mar- 
keting data to the center by leased tele- 
phone wires. The information will be 
compiled or evaluated, and reports will 
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be returned by wire to the sales division 
Offices. 
an IBM 705 electronic computing system. 


New Products Director 
Richard B. Le 


planning at Smith-Corona, Inc., it 
announced by Elwyn L. 
Mr. Le Vino will be responsible for initiat- 
ing new product ideas and assessing their 
commercial potential for Smith-Corona 
and its domestic subsidiaries, including 
Kleinschmidt Laboratories, .manufacturer 
of high-speed printed 
equipment. 


was 


Honeywell Owns Datatron 


Minneapolis-Honeywell Regulator Co. 


has purchased from Raytheon Manufac- | 


turing Co. for $4,500,000 the latter’s 40% 
stock interest in Datamatic Corp., 
announced jointly by Paul B. Wishart, 
president of Minneapolis-Honeywell, and 
Charles F. Adams, president of Raytheon. 
Datamatic Corp. was organized jointly by 
Minneapolis-Honeywell and Raytheon in 
1955 for the development of large high- 
speed electronic digital data processing 
systems. 


Exhibit of Joseph Dixon Crucible Co. at 
the NOMA Conference in Los Angeles 
was themed, 


foreground. 
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The center will be equipped with | 


Vino has been appointed | 
to the new post of director of product | 


Smith, president. | 


communications | 


it was | 


One of the leading French distribu- 
tors of office machines and systems 
equipment with showrooms in “the 
loop” of Paris, ten branches in the 
main cities of France, an outstanding 
team of expert salesmen, and first 
class bank references, is looking for 
exclusive sales in France and French 
Overseas Union of bookkeeping, bill- 
ing and calculating machines. Write 
to Box F8, Office Publications Co., 
232 Madison Ave., N. Y. 16, N. Y. 
©0000000000000000080090008 








CROMWELL Printery, Inc. 
ROTARY DEPT 
ALBANY 1. N. Y. 
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For Your Annual 


paieiee ntl ROLLER CHANGE 


insist on a 
"Futuristic" 
5- ee — 


Best i 
hidden and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











“Pencils in Automation,” and | 
the use of Ticonderoga pencils with all | 
types of copying machines was demon- | 
strated. Copease photocopier is shown in | 


For More Information Circle No. 304 
eGENUINE “ENGRAVED! 


BT sarleADs 


eo FOR 
a 000: 





3 eat me ne naNu SRT 
V rm 


$3% 10 100 


DEWBERRY ENGRAPHIEL ie 








807 SO. 20th ST., 
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E-Z SORT SYSTEMS 
save time and money 
in every department... 


e Accounts Payable 


Accounts Receivable 
Cost Accounting 
Payroll 

Purchasing 
Manufacturing 
Inventory 

Sales 

Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You. 


For More Information Circle No. 300 
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| Specialized Printing Group 


| 


Graphic Controls Corp., a_ holding 
company capitalized at $6 million, has 
been formed by five major specialty print- 


| ing firms and a national sales organization. 


| President of the group is Max B. E. Clark- 
| son, head of Clarkson Press, 


Inc., and 


| a former president of PIA’s Rotary Busi- 


| 
| 
| 
| 


ness Forms Section. 
in Buffalo, N. Y. 


Headquarters are 
Subsidiary companies 


| are Technical Charts, Inc., and Ambherst 


Printing Co., Buffalo; Staebler & Baker, 
Inc., Clayton, N. Y., and Staebler & 
Baker Ltd., Gananoque, Ont., Canada, and 
Technical Sales Corp., Detroit. Each will 
continue autonomous operation. Forma- 
tion of the group is keyed to the ex- 
panding fields of instrumentation and au- 
tomation. 


Bell System Permits Silencers 


The Federal Communications Commis- 
sion has approved Bell Systems Com- 
panies’ amendment of its tariff regulations 
to permit the public to use voice silencers 
such as the Hush-A-Phone. The Bell Sys- 
tem approved the newest Hush-A-Phone 
model for the 500 (G-1)_ telephones. 
Earlier model Hush-A-Phones are also per- 
missible. 


Heads New Product Department 


James J. Maclsaac, formerly with Stan- 
ford Research Institute, has joined the 
management staff of Recordak Corp., sub- 
sidiary of Eastman Kodak Co. John K. 
Boeing, president of Recordak, said that 


| Mr. MaclIsaac will head up the new prod- 
i uct planning department. ; 





| 


Benjamin M. Snyder Jr. 


Benjamin M. Snyder Jr., chairman of 
the board of U. S. Carbon & Ribbon Mfg. 
Co., passed away June 25. He was 67 
years old and had headed the 63-year-old 
manufacturing firm for the past 41 years. 
Mr. Snyder is survived by his son Benja- 
min M. Snyder III. Succeeding him in the 
management of the firm is Arthur W. 
Young, president of Curtis-Young Corp., 
New York. 
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new VERTI-FILE with doors 


SLIDE-AWAY DOORS ADD FINISHED 
APPEARANCE, SECURITY 


Now you can have 5-shelf or 7-shelf Verti- 
File with disappearing-type doors. Doors 
can be ordered with or without locks and the 
locks can be keyed alike or differently. 
Deluxe VERTI-FILE Saves 60% in Floor Space 
You'll combine the space saving, low equip- 
ment cost advantages of Verti-File with 
security and eye appeal when you switch 
to Deluxe Verti-File with Doors. 

Call your Deluxe dealer. He’s in phone directory 
under ‘Shelving, Steel’ or write for brochure V-415. 


DELUXE METAL FURNITURE CO. + WARREN, PA. 
A DIVISION OF ROYAL METAL MFG. CO. 


DiH lL. /o Ss 


For More Information Circle No. 234 





























*patent pending 





IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


At YOUR FAVORITE 
STATIONERY STORE 
Fast and versatile, the new Amfile® Sort-All 
iets you sort anything for Filing—Posting—Mailing 
_ —Distributing, etc. Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination. Numerically by 5's or 


100's and singles, Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD KANKAKEE, ILLINOIS 


For More Information Circle No. 235 
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INDIAN 


UNDER-COUNTER 
CASH DRAWERS 


assure profit 
. . tor you! 


4 
Fast-Moving 
Models 


Mode! R-1 
(illustrated) 


Has removable 
metal money tray 
wih lock-on lid. 


Drop shipment made — no stock to carry. A product 
of highest quality Indiana Hardwoods. WRITE 


INDIANA CASH DRAWER CO. 
P.O. Box 236-B © Shelbyville, Ind. 


* FULL * 
DEALER 
DISCOUNT 


For More Information Circle No. 282 
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PAYCHECK “OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck “Outlook” Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Somples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1 N. Washington Blvd., Ct ? 
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USED and SERVICEABLE 
OFFICE FURNITURE 


for Dealers and Retailers 


Pedestal, Oak 
and Walnut 
File Cabinets, wood 
and steel, legal and 
letter sizes, with and 
without locks 

e Document Files 

e Card Files 


Desks, Tables 
Book Cases 

Swivel Chairs 
Typist Chairs 
Typist Desks 


Executive Desks 
Double and Single 


We offer to the trade office furniture in good con 
dition, priced right so you can resell at a good 
profit, 


Arrangements to ship less than carload lots, and 
carloads if desired. Five warehouses located in 
Washington, D. C. Unlimited stock. Priced Right 
for Resale. 

To any dealers who find it difficult to secure new 
equipment today we recommend the purchase of 
this material. Inquiries solicited. 


Send for free price list, and catalogue. 
Prices include boxing for shipment. 


MANHATTAN OFFICE EQUIPMENT CO. 


Wholesalers 


639 NEW YORK AVENUE, N. W., 
WASHINGTON 1, D. C. 
Maurice Kressin, Gen. Mor. 
Phone: MEtropolitan 8-2043 
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@ SPECIAL OFFER! 


Two Leading German Office 
_ Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT'' (Office’ Market) general 
Guide, semi monthly, printed in GERMAN $6.30 
"DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. ° New York 6, N, Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 
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KEEP IT : 


American Statistical Assn., Ambassador 
Hotel, Atlantic City, N. J., Sept. 10-13. 
National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 
National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 
Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 
National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, At- 
lanta, Oct. 7-10. 
American Institute of Certified Public Ac- 
countants, Roosevelt Hotel, New Or- 
leans, Oct. 26-31. 
National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 
National Business Forms Associates, 
Hollywood Beach Hotel, Hollywood : 
Beach, Fla., Nov. 9-14. o° 
Eastern Joint Computer Conference, AUTOMATIC 
Sheraton-Park Hotel, Washington, D.C., | OFFICE PAPER 
Dec. 9-12. SHREDDER 


Add filing space by 


= | PRivate destroying cancelled 
AY | , checks, ledger sheets, time cards, 

W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine ... shreds papers into 
unreadable '/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/. HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


, > yr 
rin. INDUSTRIAL SHREDDER 
. and we'll replace the watercooler | Stu Vidler Lomparuy 


with a bunch of bananas.” | 103 MILL ST. * SALEM, OHIO 


For More Information Circle No. 369 
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Lee Products Co. 
Letterex Corp, 
Lithoplate, Inc. 


Management Control Charts Co. 
Manhattan Office Equipment Co. 
Manpower, Inc. 
Marchant Calculators, Inc. 
McBee Co. 
Mead Corp 
Meilink Steel Safe Co. 

Midwest Rotary Maniforms 
ners Mfg. Corp. 
Milwaukee Metal a Co. 
Mim-E-O Stencil Files Co 
Minnesota Mining & Mfg. Co, 
Modern Business Forms Mfg. Co. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. ...... 


National Blank Book Co. 
National Business Show 
National Cash Register Co 
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Nippo Machine Industry Co. 
Norta —e Co. j 
Nu-Are Co. 


Office Publications Co 

Olivetti Corp. of America 

Oxford Filing Supply Co. .. 

Outlook Envelope Co. 

Ozalid Div., General Aniline & Film Corp. 


Pacific Instruments Corp. 
Palson Mfg. Co. 

Parsons Paper Co. 

Paterson Parchment Paper Co. 
Photostat Corp. 

Pioneer Toledo Corp, 
Pitney-Bowes, Inc. 

Plastic Binding Corp. 
Plymouth Rubber Co. 

Port Huron Sulphite & Paper Co. 
Precision Mfg. Co. 
Print-O-Matic Co. 

Pronto File Corp 


Rapid Roller Co, 

Regna Cash Registers, Inc. 
Remington Rand Division .... 
Rena Buromaschinen-Fabrik GmbH 
Rite-Line Corp. 
Roberts Rubber Co., 
Roll-O-Graphic Corp. 
Ross-Martin Co, 


Weldon . 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle, Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 
reusable and unconditionally guaranteed or 
your money back, Postpaid in U.S. 


| File (for six months issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Pa. 
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Royal Typewriter Co 98, 99 
Rubber Ejector Roller Co 157 


Saunders Mfg. Co. 158 
Shaw-Walker Co 132 
Shredmaster Corp. ; 142 
Smead Mfg. Co, . ° 2 39 
Smith-Corona, Inc. ...Inner Front Cover 
Smith Inc., Charles C. —_ A ine: ee 
Southern Folder & Index Co : 173 
Staplex Co. 133 
Stolper Stee! Products Corp. RE 
Sunroc Corp. 

Swift Business Machines Corp 


Tab Products Co 
Thomas Collators, Inc. 
Typewriter Sundries Co., Ltd 


Vari-Typer Corp 
Veeder-Root, Inc. 

Victor Adding Machine Co 
Vogel-Peterson Co. 


Wassell Organization, Inc 
Wausau Paper Mills Co. 

Weber Addressing Machine Co. 
Weston Co., Byron .. 
Wheelock Signals, Inc. 

Wolber Duplicator & supers Co 
Worden Co. 


Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 
...and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


All the industry exhibits— All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 
Rudolph Lang, Managing Directo: 
33 West 42 Street, N. Y. 36,N.Y. « “woe 6-6760 


For More Information Circle No. 246 


193 





We often hear today that the individual in 
business does not have the opportunity to forge 
ahead that he did in the days when the rugged indi- 
vidualists were carving out industrial empires. 
We are happy to comment for the newcomer to office 
management work that the finest roads to advance- 
ment that have ever existed in this field are now 
available to him since management generally became 
conscious of the value of good office management 
practices a generation ago. 


In part, this is because a shortage of execu- 
tives has been belatedly recognized. The National 
Industrial Conference Board points out in its 
"Studies in Personnel Policy 161" that the creation 


of new management positions and demands of new busi- 
nesses will keep the executive market tight for 
years to come. 


More responsible is the growing importance 
of the office. As firms become larger, the import- 
ance of communicating with new subsidiaries, pre- 
paring and circulating more reports, increased 
correspondence and other physical communications, 
dealing with growing numbers of clerical employees, 
involved branch office and plant accounting, proper 
utilization of new office equipment and the vital 
impact of taxes all place heavier and, in some cases, 
new responsibilities on the treasurer-controller- 
office manager team. The resulting problems have 
not all been successfully worked out. This provides 
challenge and opportunity. Dependent on their suc- 
cessful solution, advancement to the very top is 
within reach. 
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BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United States 


POSTAGE WILL BE PAID BY 


“Office 


MANACEMENT « ve PMENT + METHODS 


OFFICE PUBLICATIONS COMPANY 
232 Madison Avenue 
New York 16, New York 


First Class 
Permit No. 38947 


New York, N.Y. 





on products or other items in this 
issue CIRCLE THE KEY NUMBERS 
(not page numbers) and mail this 
inquiry card. 





READER SERVICE DEPT.: Please Send To: PLEASE PRINT CLEARLY 


Name : e Position 


Company 


Address 
City 


information on No. 101 
117 118 #419 120 21 135 
137 138 139 140 141 155 
157 158 159 160 161 175 
177 178 179 180 181 195 
197 198 199 200 201 202 
217 218 219 220 221 222 235 236 
237 238 239 240 241 255 256 
257 258 259 260 261 262 275 276 
277 278 279 280 281 282 295 296 
297 298 300 301 302 
318 320 321 : 335 336 
337 338 339 340 341 342 355 356 
358 360 361 362 2 . 375 376 
377 378 379 380 381 395 396 
397 2398 399 400 401 402 415 416 
418 419 420 421 422 435 436 


until Nov. 1, 1957 (Aug. 1957) 





























Now make big copies...14°°x 18° down to 3°x 5”... at 120 a minute... 


.IN 1 To S COLORS AT ONCE...OF ANYTHING YOU TYPE, WRITE, DRAW 


ON CARD OR FAPER. 


OR TRACE ON A DITTO MASTER...NO INKING...NO STENCIL 


: Styted by Patma-Knapp 





--NO MAT...NO MAKEREADY 


IT'S LIKE PUTTING A RAINBOW TO WORK! 


The colorfully styled new Ditto D-70 duplicator comes 
in a choice of three color combinations: Sand grey, 
Sand grey and brown, sand grey and green. 

The quickest, easiest, lowest-cost, most satisfactory 
way of all to make copies up to full 14” x 18”, on card or 
paper. Just clip-in the master, touch-a-button, and 
out fly vivid, bright, crisp copies...at 2 per second, 


300 and more per master 
Balanced, 
tration control 
accuracy 
makes an expert of every user 


when workers need speed and ease, 


n 1 to 5 colors at once 
mechanism...fingertip regis 


and 


shockless 
full ream feed...super speed 
no inky preparation, no waste motions 


What a help today 


and bus 


needs snappy copies quickly! 


TRY DITTO D-70 FREE IN YOUR OFFICE! 


FREE! 


Write 


) Ditto Representa 
tive—for handsome 
tree booklet de 


or ask your 


bing time-and 
ce saving uses of 
andthe 
new Ditto D-70—a 
very great advance 
in liquid process 
duplicating 


copies, 


Ie 





eee) wee ee ee 
I DITTO, inc. 6880 Wo mecormick Rad., Chicago 45 
tt ad t f t 


and me FREE Ditto [ 
a FREE Ditto dem« 


County State 


S. TARZIAN, President of 
Sarkes Tarzian, Inc. 


THIS NATIONAL CLASS “‘31" handles even the most complex accounting jobs with maximum efficiency and speed. 


“Our Claltonal System 
saves us‘d51,600 a year... 


pays for itself every 11 months!” 


~-Sarkes Tarzian, Inc., & 


“The TV industry has grown tremendously ina relatively short 
period of time. To provide an accounting set-up flexible enough 
to absorb this expansion, we installed a National System,’’ 
writes C. F. Clapham, controller of Sarkes Tarzian, Inc..‘‘ Our 
Nationals have saved thousands of dollars for us on the job! 

“Our accounting department uses Nationals to do a variety 
of jobs. Among the most important of these is broadcast ac- 
counting which our National System handles with speed and 
accuracy. We also use Nationals for accounts payable, general 
ledger and payroll. Our National Accounting Machines per- 
form these jobs efficiently and economically, greatly reducing 
time and effort. And because our Nationals are so easy to oper- 
ate, they make it easier for us to train new personnel, too. 

“Our National System saves us 
at least $31,600 a year, pays for 
itself every 11 months!” 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 
989 OFFICES IN 94 COUNTRIES 


—C. F. Clapham, 


Controller of Sarkes Tarzian, Inc 


For 


More Information Circle No. 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 
He's listed in the phone 

book's yellow pages. 


8. 
Se ’ 


grr, 


“TRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
wer paper (No Carson Reavinto) 





